PARTNERS Benefits Administration

FOR HEALTH Agency Benefits Coordinator Training

Welcome to Session 2

Step by Step Instructions Utilizing
Edison

The dial-in number Is 1-866-741-6464
Please remember to your phones
Please place the call on

August 2016



“ Introduction to Edison Welcome Page

< Review Employee Job Data, Biographical and Benefits Information

< Upload Documents Through Edison

% Running Queries

*» Schedule Queries

“* Premiums Due / Collections Applied Report

< External Agency Calendar

< eForm (Hiring, Rehiring, Transferring, Entering Dependents, and
Entering Benefits

“*Terminating an Employee

% Changing Name, Date of Birth, Marital Status, Address, and National ID
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Welcome to Edison
“Employee Portal Login”

TN Tennessee
— State Government

dg Employee Portal Login
Supplier rortal Home Page

A Special Notices

UAT Unavalibie From Apni 27

|\ through May 2, 2016 (TEST)
Z!§ Becring 3 £-00P\ A

E] Edison Maintenance Calendar

Sundsy Apr 17, 2016 - Saturday Apr 23, 2016
Saturday, Apr 23
Q¥ Edison Scheduled Maintsnance
o FAQ

Edison Basics
3 What is Edison?
What are the Edison Compatibility Standards?
3 How do | log into Edison?

3 Why Passwords Expire Every 90 days?

Welcome To Edison

# Home

Welcome to Edison Portal

PARTNERS
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Logging Into Edison with

Access ID and Password

Signiia: First enter your Access ID
] Click the "Continue” button.
Enter your Access ID.
/

K

Continue

Where do I enter my password?

The general format for a “Access ID” is similar to "aaaab0101001".The sequence for a general user ID is the
following:

1. First four letters of your first name

2. Middle initial

3. The Two Digit form of the month and day of your birth

4."001" depending on if someone has a similar ID

The "Employee ID” is generally 8 digits long and is similar to the following: "00999990". If you are a benefits user,
this number is seen on your Caremark Prescription Card. Nick Name or better known as the “Edison ID”
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Logging Into Edison with

Access ID and Password

The Sign In window opens.
Enter your password
Click the “Enter” button.

NOTE: If you enter the incorrect password five times in a row, you
will be locked out. If this happens or you have forgotten your
password, please call the service center or Edison help desk.

Sign In:

Please enter your password

L complex lvy

Why do you have a security image?
Not your image and phraze?

Forgot your password?

PARTNERS
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Introduction to
“Edison Welcome Page”

(e e Ty S e N I R D e 20N : | sign out

~ | Search Advanced Search  [& Last Search Results

TN Tennessee
State Government

Thu, Apr 7, 20 g o704 AM

MOd U|eS E;f General Information v
Containing —
WorkCenters Y
‘)‘IU:{ Human Resources v
%;?Bere‘i:s v

After logging in you will
see your name here.

-

Welcome To Edison

ison News Alerts

aricles voneny avallable

wro
"'A‘;.h )

Edison Basics

Sunday Apr 3, 2016 - Saturday Apr 9, 2016

No events found for the date range

ot Available

i~ My Reports

Q
4

) What is Edison?
No Reports To Display
] What are the Edison Compatibility Standards?

= Why Passwords Expire Every 90 days?

Edison Help Desk Info

= Who is the Edison Help Desk?

M= What do we support?

) What is needed when you call the Edison Help Desk? AI el‘tS an d Repo rts




Introduction to
“Search Tool”

All v | Searc Advanced Search

/ernment Welcome to Edison En

‘:M. Self Service
B0

r»'. = |
lf—;"fﬂi Payroll

SULE Y
4 LLJ‘/L’ Human Resources

3@//%'\ Benefits

'FJ ELM

b 5 4 - 3
-~ ko

: ni?ﬁ FSCM

We'lcomé‘ To Edison

gl
|;-ﬁ):.?fg;_,-; Training

Search tool is a one-stop search tool to aid in locating relevant content

as well as improving the way users navigate throughout Edison. PARTNERS
FOR HEALTH




Search Tool

ee
vern ment Welcome to Edison Empic

Self Service
General Information
=5 Payroll

Human Resources

FSCM

Click the “All” button.
You will notice there are four search areas to choose from.

Each area may or may not pertain to your role as an ABC.
1. All

: Cansr PARTNERS
4. PS HRMS — Local Node Menu FOR HEALTH




Search Tool
Using
“A"!!

All  ~ | Profile Page

e
S ment Welcome to Edison E
1',5@, Self Service
IEE General Information
’1[ Payroll

A
4 .sy{ Human Resources
(=]

Welcome To Edison

el
{ﬁ sy Training

R

For this example we are using the “All” Button and the key words

(Profile Page) PAR'I'N ERS

Enter the key word or phrase you are searching for.
Then press enter key or click the greater than arrow button. FDR HEAI"TH




Search Tool
“Results”

Favorites ¥ Main Menu ¥ > "Profile Page”

All  ~ | Profile Page 28l Advanced Search [ Last Search Results

TN Tennessee
State Government

Search Results for "Profile Page"

Search result for the “Profile Page” only
returned one result.

1 results matched your search criteria

Filter by
Category: Employee Profile Page /
T Last Updated Date: 2012-06-27 03:09:38

"PSHRMS - Local Node Menu (1)

Employee Profile Page
Application: PS HRMS - Local Node

Click on the “Employee Profile Page” hyper link.
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Search Tool

Favorites ¥ Main Menu > "Profile Page” > Employee Profile Page

All  ~ | Search 28l Advanced Search [& Last Search Results

TN Tennessee
State Government

TN Employee Profile Page

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value It b”ngs yOU '[O the
“Employee Profile Page”

Search Criteria g .
/ Search Criteria work area.
Empl ID: begins with W

[begins with /]
Name:
Last Name:
Second Last Name:
Alternate Character Name:
Middle Name:
ssn:

Include History [Jcase sensitive

=& 2
Search Clear Basic Search & Save Search Criteria
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Search Tool
Using
“FAQ!!

FAQ ~ | How do | change my password a8l Alvanced Search [B Last Search Results

e
ern ment Welcome to Edison En

Self Service
Jo

Ig:;i General Information

'V 1] ‘: Payroll

300
(§] L‘!f Human Resources

o=

FSCM ~

=

Welcome To Edison

(£ 5L E)
i J[{q Training

For this example we are using the “FAQ” Button and the phrase =

(How do | change my password) PARTNERS |

Enter the key word or phrase you are searching for. FDR HEALTH

Then press enter key or click the greater than arrow button. 12




Favorites ¥ Main Menu ¥ > "Howdo | change.."

FAQ + | How do | change my password P8l Advanced Search [# Last Search Results

TN Tennessee
State Government

Search Results for "How do | change my password"

g
4 results matched your search criteria

Why Passwords Expire Every 90 days?
Last Updated Date: 2015-11-10 16:26:39

The State of Tennessee has a State Security Policy that is designed to protect information not only
in Edison but

Updating Favorites and Shortcuts To Edison
Last Updated Date: 2015-11-12 17:18.27

We have mU|tIp|e Due fo the recent implementation of Edison Identity and Access Manager, many users may need to change how
their Internet favorites and desktop shortcut: ed for Edison. Usi
SearCh results fOf r Internet favorites and desktop shortcuts are saved for Edison. Using
“How do | ch 7
Oow do | change my What do we support?
password ”. Last Updated Date: 2015-11-12 18:45:40

The Edison Help Desk supports all calls related to the Edison except for the following:

1. Any questions regarding your benefits, enrollment questions, changes in family status , and deferred

What are the Edison Compatibility Standards?
Last Updated Date: 2015-11-09 14:11:40

Due to the installation of Edison Identity and Access Manager applications, Internet Explorer 8.7.6 and Windows
XP are no longer compatible with Edison.

Additionally,

Click on the hyper link that best fits your question. PARTNERS
FOR HEALTH s




Review Employee Job Data, Biographical and

Benefits Information

This procedure shows you how to check the
current information in Edison for an employee.

% This Applies to all Agencies.

PARTNERS
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Benefits

TN Ten nessee Advanced Search  [§ Last Search Results
State Government

Welcome to Edison Employee Portal Al Boyd |

Thu, Apr 7, 2016 07:54 AM

Self Service

Eg
g=

General Information

U Payroll

2303
b % Human Resources

< B § Benefits

, Edison News Alerts o) [:] Edison Maintenance Calendar o~
. No articles currently available
' . Sunday Apr 3, 2016 - Saturday Apr 9, 2016
15 b4 blevsand Events No events found for the date range
{ FAQ >
W
"’Ii L }l )

Calendar Not Available

Edison Basics §i My Reports

Q
4

) What is Edison?
No Reports To Display
] What are the Edison Compatibility Standards?

= Why Passwords Expire Every 90 days?

Edison Help Desk Info
Sel eCt the “Benefits,, # Who is the Edison Help Desk?

b u ttO n @  What do we support?

) What is needed when you call the Edison Help Desk?

Report Manager




Benefits WorkCenter

| Self Service

s
Welcome To Edison

(25 Fscm v - -
s g s EdM™»qn News Alerts o E Edison Maintenance Calendar =
acglld No articles cumMsg{ly available -
,-_'U). =) Training v e { Sunday Apr 3, 2016 - Saturday Apr 9, 2016
oo LTl No events found for the date range.
| - FAQ T . - lable
, : ‘ Select the “Benefits WorkCenter
: ; Edison Basics rts =
s Py button. © R
1 . 1 23] What is Edison?

No Reports To Display
E3) What are the Edison Compatibility Standards?

[+ Why Passwords Expire Every 90 days?

PR 4‘) -.

LISV oI VILE USSR

Edison Help Desk Info

Report Manager
[+ Who is the Edison Help Desk?

23] What do we support?

= What is needed when you call the Edison Help Desk?



Introduction to

“Benefits WorkCenter”

Benefits WorkCenter
Benefits WorkCenter
<' Benefits Administration

Non-FayTon rew rie
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary

Health Benefits

orkforce Administra@

Modify a Person
Search by National ID
L Benefits Billin
nroll in Billing
eview Adjustment Summary
view Employee Balances

est Hol rnate Address

y D
{1

A D00 M
e}
[~
4

@
D
=
0
0
- |
3
@
3
(
10
1.3
B
73

Benefits Workcenter

Welcome to the Benefits WorkCenter!

This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" to left contains links
assigned to this WorkCenter page. As you click the various links, the "Work Area” where this message is
ing displayed will change.

There are three folders inside the Benefits WorkCenter. Each
folder contains links to a variety of locations in Edison.
1. Benefits Administration
2. Workforce Administration
3. Benefits Billing

NOTE: A WorkCenter is a collection of frequently used
links in a centralized area to quickly take a user to
related pages in a module.

PARTNERS
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Benefits Administration Folder

“Employee Profile Page”

Benefits WorkCenter © « | Benefits Workcenter
Benefits WorkCenter T Ov i
S A Welcome to the Benefits WorkCenter!

Non-Payroll New Hire

Nop-Payllloh Data

This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel"
to left contains links assigned to this WorkCenter page. As you click the various
Benefits Document Upload links, the "Work Area" where this message is being displayed will change.

Update Dependent/Beneficiary

Health Benefits

1 Workforce Administration
Modify a Person
Search by National ID

Lr

Benefits Billing

Enroll in Billing

Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address . .
Review Payment/Details To begin the process to Review Employee Job Data,
Biographical and/or Benefits Information,

Click the “Employee Profile Page” button.

PARTNERS
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Employee Profile

“Search Criteria”

TN Employee Profile Page

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

You can search for your employee in several different ways.

< 1. Search by Empl ID

e i 2. Name/Last Name
< 3. Social Security Number

Second Last Hane: Enter the data you wish to use in the appropriate field

Alternate Character Name: | begins with V| Click the “Search” button.

Middle Name:
«— —

Include History [ case Sensitive

=@ :
9 Save Search Criteria

&

Search Clear Basic Search

NOTE: Social Security Number is entered without spaces. PARTNERS
FOR HEALTH



Benefits WorkCenter 0 <€
@ob Data | Health Benefits || Links | Notes || Scanned Documents
Benefits WorkCenter T Bv
[ Benefits Administration JoeBeneﬂts EMP ID: 00470701 ( Empl Record: :

Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Name

Joe Benefits

(2 Workforce Administration
Modify a Person
Search by National ID

Job Information

Empl Record:

(1 Benefits Billing
Enrollin Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Addr,
Review Payment/Details

f
The “Bio & Job Data”
button shows the
employee’s “Personal
Information” and
current/historical
“Job Information”.

Benefit Program:

HR Status

Action

Annual Salary

J

Position Number:
Company:
Business Unit:
Department:

Location:

Personal Information

Effective Date: 03/01/2016

Empl Class:

Date of Birth National ID Address Address As Of
03/01/1990 852-96-3741 312 Rosa Parks Ave 04/06/2016

Nahsville, TN 37243-0001

Davidson

Fi@ First (4 1 of 14’La/st
0 EMP
GA2 Effective Date: 03/01/2016
Fid ViewAll  First ‘4 1 of 1E
Sequence: 0

+ Active Payroll Status: Active
. Hire ReasonX-Benefits Employee Hire
(GA2 Pay Group: INS
: $50000
99001047 Giles County Local Government
NP State of Tennessee Non Payroll
LGGA2 Loc Government Active Level 2
9202800000 Giles County Loc Gov
NP028 Giles County

Date Created: 03/31/2016

From this page, you can
see all the information
for the employee by
clicking on any of the 5
tabs:

Bio & Job Data
Health Benefits
Links

Notes

Scanned Documents

PARTNERS
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Bio & Job Data Health Benefits Links Notes Scanned Documents

Joe Nashville EMP
Benefit
Sched ID Red Nbr Event Date
EVENTM O 03/28/2016 NHR

Benefit Rcd Nbr 0

Plan Type 10

@rage Begi@ 04/01/2016

Elect

Coverage Election:

Previously Seen:

2" Return to Search

Bio & Job Data | Health Benefits | Links | Notes | Scanned Documents

Event Class

Relationship

ID:

Empl Record:

Personalize | Find | View All | @I Q

: Process
Action Source Status
JobChg Enrolled

Benefit Program GA1

Process
Indicator

Find | View Al @4 1of4®
‘K\\f

First

Status

4

0

10f1

b

Last

Out of Seq

Normal Prc NO

FineQiew Al

First

4

10f1

b

Las

Benefit Plan; PPPV1W-Partnership PPO BCBS We

Coverage Code: A

Single

@n Date:

03/258/201¢

National ID

Date Of Birth

Incap

the employee has will
be listed here.

Any active dependents

The “Health
Benefits” button
shows the
employee’s current
“Plan Type” and
“Coverage” along
with historical

choices.

&

Click the arrows to
go through the
different plans types.
(Medical, Dental,
Vision, etc.)

PARTNERS
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| Bio & Job Data ¢ Health Benefits ) Links || Notes || Scanned Documents Notice the change in
“Plan Type” from 1 of
Joe Nashville EMP ID: 00470686 Empl Record: 0 4 “Medical” to 2 of 4
“Dental”.
Personalize | Find | View All | | & First (4 10f1 @ Last
Sched ID ;?fé‘ﬁ@r Event Date EventClass Action Source g::fue: . &ﬁg ) Status Out of Seq
EVENTM 0O 03/28/2016 NHR JobChg Enrolled Normal Prc Closed NO
\_
Plan Type Find | View All irst ‘4’ 2 0of 4
Benefit Rcd Nbr O Benefit Program GA1
Plan Type 11
v Coverage Find | View All First ‘& 10of1 ‘&' Last
Coverage Begin Date: 04/01/2016 Benefit Plan: PPDN-Pre-Paid
Coverage Election:  Elect Coverage Code: A  Singie >
Previously Seen: Election Date:  03/28/2016
ID Name Relationship National ID Date Of Birth Incap

ah Return to Search

Bio & Job Data | Health Benefits | Links | Notes | Scanned Documents

PARTNERS
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Bio & Job Data Health Benefits 1) Links Notes Scanned Documents

0
£ 10of1 ‘¥ Last
Out of Seq
NO

Joe Nashville EMP ID: 00470686  Empl Record:
Personalize | Find | View All | (Ed | @ First
Sched ID gf:;?;, Event Date EventClass Action Source l;:ao:;uiss &rm’:gr Status
EVENTM 0 03/28/2016 NHR JobChg Enrolled Normal Prc Closed
Plan Type Find | View All
Benefit Rcd Nbr O Benefit Program GA1
Plan Type 14
w Coverage Find | View All First
Coverage Begin Date: 04/01/2016 Benefit Plan:
Coverage Electio Coverage Code:
Previously Seen: Election Date:  03/23/2016
ID Name Relationship National ID Date Of Birth

|a™ Return to Search

Bio & Job Data | Health Benefits | Links | Notes | Scanned Documents

& 10f1 @

Incap

Notice the change in
“Plan Type” from 2 of
4 “Dental” to 3 of 4
“Vision”.

Last

PARTNERS
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Bio & Job Data Health Eleneﬂth-tes Scanned Documants

Joe Nashwville EmE I 0047 D586 Empl Record: o

Employes Event Detail Empl Rcd o

Rewview Faycheck Summany

Automated COBRA Benafits

Manual COBRA Benefits The “Links” button offers various
links that you have access to
Billing Enroliment depending on your security level.

Billing Adjustment Sumrmanry
Arrears Balances

Billing Balance Rewview

PARTNERS
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Bio & Job Data Health Benefits Links @ Scanned Documents

The “Notes” button

Joe Nashville EMP ID: (0470686  EmplRecord:  ( displays the notes
. entered onto the
AAC O | employee’s record by BA.

Find | View All @“ 1-::--'2}
Click the arrows to view

\ historical records that are

entered in Edison for this

Note Date/Time: 041172016 1:45 P

employee.
Notes By: Vianners, Rickie K .
Notes: Employee is a new hire into this agency. We Rec oyee enrollment change
application form where they are a new hire into this adsgcy and no other documentation
was required. Employee had selected the following beneM™\all at single coverage:
PPPV1W-Partnership FPO BCBS West, PPDM-Pre-Paid DeMNgl. and waived Vision. BA
keyed an NHR event with an effective date of 04/01/2016 and vaN@gtedfinalized in on-
demand.
r (13 H 7
N\ The “Note Date/Time” shows
you the time the note was
entered into the system.
The “Notes By” shows
Note Source: 9 who entered the notes. y
Phone Call Email Billing Remedy Ticket '® Keyed Enrollment-Event Class s
Other Need Additional Documentation

2™ Return to Search

PARTNERS
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Bio & Job Data Health Benefits Links Notes (C Scanned Documents )

Click to Retrieve Document —_—

Class Description

Personalize | Find | @I @

Document Type Description

First

The “Scanned Documents”
button shows documents that

Click to Retneve Document

Benefits - Insurance Admin

Insurance Enroliment / Change

have been uploaded to the

Benefits - Insurance Admin

Employee Death Claim

employee’s record.

1
2| Click to Retrieve Document
3| Click to Retrieve Document

Benefits - Insurance Admin

Dependent Death Claim

4|Click to Retrieve Document

Benefits - Deferred Comp

General Correspondence

(E-)GI ck to Retrieve Document

Benefits - Insurance Admin

General Correspondence

6| Click to Retrieve Document

Benefits - Flexible Benefits

General Correspondence

T|Click to Retrieve Document

Benefits - Flexible Benefits

Flex Enrollment Form

8 [Click to Retrieve Document

w@eﬂts - Flexible Benefits

Change of Family Status - Flex

9| Click to Retrieve Document

BeneNg - Deferred Comp

401K Enroliment Form

10| Click to Retrieve Document

Benefits -\Eu{erred Comp

401K Cther Form

11| Click to Retrieve Document

Benefits - De@h\d Comp

457 Enroliment Form

12 [Click to Retrieve Document

Benefits - Deferred}smp

457 Other Form

13| Click to Retrieve Document

Benefits - Deferred Cc:-m}\

401K Roth

14 [Click to Retrieve Document

—

Benefits - Insurance Admin W Release

Click on the document(s) you
would like to review by clicking
one of these links.

NOTE: The majority of documents will be in the Insurance
Enrollment/Change area (1) and/or the General Correspondence area (5).

PARTNERS

FORHEALTH »



Bio & Job Data

Click to Retrieve Document

Health Benefits

Links Motes

Clas=s Description

Scanned Documents

Personalize | Find | IE'I E

Document Type Description

First

b

Last

iClick to Retrieve Document

Benefits - Insurance Admin

Insurance Enrollment f Change

Click to Retrieve Document

Benefits - Insurance Admin

Employee Death Claim

Click to Retrieve Document

Banefits - Insurance Admin

Dependaent Death Claim

Click to Retrieve Document

Benefits - Deferred Comp

General Correspondence

Click to Retrieve Document

Banefits - Insurance Admin

General Correspondence

Click to Retrieve Document

Benefits - Flexible Benefits

General Correspondence

Click to Retrieve Document

Benefits - Flaxible Benefits

Flex Enrallment Form

ol =J| | n| | 3] B =

Click to Retrieve Document

Benefits - Flexible Benefits

Change of Family Status - Flex

o

Click to Retrieve Document

Benefits - Deferred Comp

401K Enrollment Form

-
Q

Click to Retrieve Document

Banefits - Deferred Comp

401 K Other Form

—
=3

Click to Retrieve Document

Benefits - Deferred Comp

457 Enroliment Fomm

12

Click to Retrieve Document

Benefits - Deferred Comp

457 Other Form

13

Click to Retrieve Document

Benefits - Deferred Comp

401K Roth

14

Click to Retrieve Document

Benefits - Insurance Admin

PHI Release

File Name DateCreated View document c3
Benefits- 1
Insurance Admin mezm‘( Open ) o __|Downioad
Benefits- 1
Insurance Admin 03/07/2010 | Cpen Download

|

Click the “Open” button
to view the document.

The document will
appear in a separate
window.

NOTE: Based on your computer settings you may need to

click the download link to view the document.

FOR HEALTH
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Questions?
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Upload Documents Through Edison

You can upload scanned documents for your
employees through Edison instead of
sending them via fax to Benefits
Administration.

%  This Applies to all Agencies

PARTNERS
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Benefits WorkCenter

Benefits Document Upload

Benefits WorkCenter @ « | Benefits Workcenter
Benefits WorkCenter o o ]
Benefite Administration Welcome to the Benefits WorkCenter!
Mon-Payroll New Hire
hz:_gz.‘\,:sl h.,j;l:g'{g This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" to left contains links
Emplgyes Brofile Page assigned to this WorkCenter page. As you click the various links, the "Work Area” where this message is
C Genefits Document Uploagd = being displayed will change.

Update Dependent/Beneficiary
Health Benefitz

Workforce Administration
hodify a Person
Search by Mational ID

Benefits Billing

Enrall in Billing

Review Adjustment Summary
Review Employes Balances
Reguest Hold/Alternate Address

Review Payment/Details To begin the process to upload document’s into Edison,
click the “Benefits Document Upload” button.

NOTE: The Benefits Document Upload is not used
for Local Education, Local Government, or Higher
Education on their New Hire, Transfer, or Re-Hires).

PARTNERS
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Benefits WorkCenter
Benefits WorkCenter

) Benefits Administration

Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

~1 Workforce Administration

Modify a Person
Search by National ID
1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
y lances
e Address

Benefits Document Upload

Employee ID / Proceed to Upload

Benefits Document Upload

Requirements

1. All documents for each employee must be in the same file. For instance, if you have an enrollment form and two
dependent verification documents, they will all need to be saved in the same file.

2. The file type should be .PDF, .TIF, .PNG, or .JPG.
3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple

employees and upload all of them in the same file. Each file for each employee must be uploaded separately.
4. Enter the employee ID (or Social Security Number if employee [D not available) in the box below before clicking Proceed

to Upload.

Note to Central State ABCs: We cannot accept Employee or Dependent Death Claim documents through this process. This
process is only for standard enroliment documents.

Please make sure you read and understand the requirements above before uploading your documents.

Enter Employee ID: Proceed to Upload ==

(oxr SSN if ID not available)

Enter the Employee’s Edison ID number or the Social

Click the “Proceed to Upload” button.

Security Number and

PARTNERS

31

FOR HEALTH



Benefits Document Upload
File Attachment

Browse Tab

Benefits WorkCenter O «
Benefits Document Upload
Benefits WorkCenter T Oow
1 Benefits Administration
Non-Payroll New Hire Requirements
Non-Payroll Job Data
E vee Profile Page . . : :
Employee Profile Page 1. All documents for each employee must be in the same file. For instance, if you have an enrollment form and two

Benefits Document Upload : : ; -
Update Deper_,ce,,t,aineﬁmm dependent verification documents, they will all need to be saved in the same file.

Health Benefits 2. The file type should be .PDF, .TIF, .PNG, or .JPG.

3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of them in the same file. Each file for each employee must be uploaded separately.

. Enter the employee ID {or Social Security Number if employee ID not available) in the box below before clicking Proceed

~1 Workforce Administration
Modify a Person 4
Search by National ID

7 to Upload.
1 Benefits Billing
Enroll in Bilfing Note to Central State ABCs: We cannot accept Employl e Attachment
Review Adjustment Summary process is only for standard enroliment documents.
Review Employee Balances L —
Request Hold/Alternate Address Please make sure you read and understand the require
Review Payment/Details y 8 ( Sfteni

' Upload Cancel

Enter Employee ID: 00470686

(oxr SSN if ID not available)

Click the “Browse” button.

PARTNERS
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Benefits WorkCenter 0 «

| Benefits Document Upload |

-

@ Choose File to Upload 2
@Qv]! Desktop » v ‘#’, | ’ Search Desktop o
Organize v New folder o 1l @ |le. Forinstance, if you have an enrollment form and two
y - . -~ psaved in the same file.
Sk Favorites = & T'ralnmg Written ' .
. File folder e. You cannot scan multiple sets of documents for multiple
BE Desktop file for each employee must be uploaded separately.
& Downloads : loyee ID not available) in the box below before clicking Proceed
3 & Unknown and Junk
| Recent Places | File folder
_ Attachment
sa Libraries .ﬂ: User Rights
B = N Filefolder
! Documents ) | Browse... E
J M”S'C - ) 2016 ABC Workshop Schedule (2) |t | Cancel
|| Pictures [_l = | Microsoft Word Document [5’
B videos -1 139KB L .
_ 2016 Enroliment Change _—
/8 Computer (%] Applicati_on
— @ Internet Shortcut
&, Default (C;) _
63 AGO4IU3 (\AGO3 00§70686Jo§ Nashville
Microsoft Word Document
¥ AG (\\net.ads.sta 123 KB

2

@: 00470686 Joe Nz@ v [AnFies ()

Open |v][ Cancel l

A

PARTNERS

Select the correct file to upload to Edison.
Click the “Open” button.
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Benefits Document Upload

File Attachment
“Upload”

Benefits WorkCenter 0 « e P
enelits vocument Upioa . o
Benefits WorkCenter s s Your file document name will
[Z1 Benefits Administration appear in the File Attachment box.
Non-Payroll New Hire Requirements
!‘_\‘OF-zay.’Oli Jo»h Data
;;ﬂ:;;y\cggrrj;:r??g;;oac 1. All documents for each employee must be in the same file. For instance, if you have an enroliment form angftwo
L.pda;;'oepg,;cferggeneﬁ;ia,_ﬁ,. dependent verification documents, they will all need to be saved in the same file.
Heaith Benefits 3 2. The file type should be .PDF, .TIF, .PNG, or .JPG.
- = : 3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documenif for multiple
.‘\var.lzforpc\e'Admlmstratton employees and upload all of them in the same file. Each file for each employee must be uploaded sefarately.
f;’::r‘;frabff;fggﬂ = 4. Enter the employee ID (or Social Security Number if employee ID not available) in the box below bgffore clicking Proceed
il A it o to Upload.

[Z1 Benefits Billing

Note to Central State ABCs: We cannot accept Employl i1 Attachment
nent Summary process is only for standard enroliment documents. : ;

e Balances
nate Address

Please make sure you read and understand the requiref c. ers'ag04iu3\Desktop\00470686 Joe Nashville.doc Browse...
Cancel

Enter Employee ID: 00470686

(oxr SSN if ID not available)

Click the “Upload” button to
upload the file into Edison.

PARTNERS
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Benefits WorkCenter
Benefits WorkCenter

[ Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration
Modify a Person
Search by National ID
Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Emplo nces
Request Hold// Address

Review Payment/Details

Benefits Document Upload

Example:
“Successful Upload”

Benefits Document Upload

Requirements

1. All documents for each employee must be in the same file. For instance, if you have an enroliment form and two
dependent verification documents, they will all need to be saved in the same file.
2. The file type should be .PDF, .TIF, .PNG, or .JPG.

3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of them in the same file. Each file for each employee must be uploaded separately.

4. Enter the employee ID (or Social Security Number if employee [D not available) in the box below before clicking Proceed
to Upload.

Note to Central State ABCs: We cannot accept Employee or Dependent Death Claim documents through this process. This
process is only for standard enroliment documents.

Please make sure you read and understand the requirements above before uploading your documents.

Enter Employee ID: 00470686 Proceed to Upload ==

(oxr SSN if ID not available)

Document Upload Successful 123456987/4/27/201¢6 8:24 AM

NOTE: After clicking the “Upload” button, you will be return to the

“Requirements” page. There will be a message at the bottom of the page PARTNERS

letting you know the upload was successful or unsuccessful with a date

and time stamp. FOR HEALTH 35




Benefits Document Upload

Example:
“Unsuccessful Upload”

Benefits Document Upload

Requirements

1. All doccuments for each employee must be in the same file. For instance, if you have an enrollment form and two
dependent verification documents, they will all need to be saved in the same file.

The file type should be .PDF, .TIF. .PNG. or .JPG.

You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of them in the same file. Each file for each employee must be uploaded separately.

Enter the employee ID (or Social Security Number if employee ID not available) in the box below before clicking Proceed
to Upload.

= WN

Note to Central State ABCs: We cannot accept Employee cor Dependent Death Claim documents through this process. This
process is only for standard enroliment documents.

Please make sure you read and understand the requirements above before uploading your documents.

Enter Employee ID: 00470686! Proceed to Upload ==

(oxr SSN if ID not awvailable)

nt Upload FATLED with Error code of 11 on

()
159
n
M
0
(90)
(V)
)
0
)
P
' A
(83}
i1}
rt

w o
v 0
W= ()

um
S

(=B 1)]

[

W

NOTE: After clicking the “Upload” button, you will be return to the

“Requirements” page. There will be a message at the bottom of the page PARTNERS
letting you know the upload was successful or unsuccessful with a date |

and time stamp. FOR HEALTH 36




Benefits Document Upload

Notes

» The uploaded file will not immediately be visible to you or to Benefits
Administration

» Documents will be assigned to the correct employee record in Edison
within 24 to 48 hours of upload (during peak times it may take longer)

» Each document will be worked by the analyst in Benefits Administration
In the order they were received

» Do not upload the same file more than once as this will cause delays
when processing the document

PARTNERS
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Questions?
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Running Queries

Running Queries allows you to view changes
and discrepancies within Edison

% This Applies to Non Payroll Agencies }

PARTNERS
FORHEALTH -




Favorites ¥ Main Menu ¥

TN Tennessee
State Government

4 U@“ Human Resources

‘L/%w/'i} Benefits

1\

Click on the “Main Menu”
button.

Main Menu

4 Home | Signout

Welcome to Edison Employee Portal | AL Boyd
Mon, Apr 11,2016 03:26 PM

‘Welcome To Edison

Edison News Alerts

No articles currently available

Q

~

E] Edison Maintenance Calendar 2

Sunday Apr 10, 2016 - Saturday Apr 16, 2016
News and Events

FAQ

/ents found for the date range

«Q

w Calendar Not Available

Edison Basics i My Reports T

# What is Edison?
No Reports To Display
# What are the Edison Compatibility Standards?

# Why Passwords Expire Every 90 days?

Edison Help Desk Info
Report Manager
e] Who is the Edison Help Desk?



Main Menu

Running Queries from Query Viewer

TN 2 Advanced Search  [8 Last Search Results

HCM Reporting Tools

My Persona i:atio&\—‘ Report Manager

My System Profile \‘

E; General Information

. 1. Click the “HCM Reporting Tools” folder

=) Payrol from the “Main Menu” list.

| Human Resources ’ 2. Click the “Query” button from the “HCM
8 et : Reporting Tools” folder.

Gl v I ' 3. Click on the “Query Viewer” button from
- ¥ the Query Folder.

T — al Welcome To Edison

7 Edison News Alerts ¢ [:] Edison Maintenance Calendar o
s ' No articles currently available
"’ ' | . i Sunday Apr 10, 2016 - Saturday Apr 16, 2016
15 } e o Events No events found for the date range
1] L “ L ¥ 4 FAQ < | Calendar Not Available



Running Queries from Query Viewer

/ NOTE: \

The following three (3) queries are required to be run monthly:

TN BA142 TEMP PRIMARY NID DEP - This query will show you all of the dependents that have a temporary Social
Security Number and the name of the employee for that dependent. If you do not have the permanent SSN, you will need to
get this information from the employee.

TN BA142 TEMP PRIMARY NID EMPL - This query will show you all of your employees that have a temporary
Social Security Number. If you do not have the permanent SSN, you will need to get this information from the employee.

TN BA313 ADDRESS CHANGES - Shows all the addresses that have been updated for an agency.

. /

PARTNERS
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Running Queries from Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Saacl By [Ouery' Name V] begins with
@ Advanced Search

Type “TN_BA” into the “begins with” field

Then Click the “Search” button.

PARTNERS
FORHEALTH -




Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

e

hen you can view a list of the queries you

can run.

\

x . . .
Search By [Query Name V] begins with TN_BA A query can be run to HTML (it will display
Search  |Advanced Search within Internet Explorer) or to Excel.
Search Results The query can also be scheduled to run.
“Folder View [—ATFOIers = G \ (State Agencies need to use this option)
Query Personalize | Find | e E First ‘4 1-300f 185 !
Query Name Description Owner Folder ﬁ#;‘ﬂt'_o g:" 0 | Runko Schedule gg?;g;ocrg F:\?o?i)'(es
TN_BAO1_DEPENDNT_DEMOG Dependent Demographic Public HTML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26 Child Tax Dep Approaching 26 Public HTML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_REVISED Child Tax Dep Approaching 26 Public HTML iL  Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_RH Child Tax Dep Approaching 26 Public HTML iL  Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_TEST Child Tax Dep Approaching 26 Public HTML ML  Schedul Lookup References  Favorite
TN_BA104_ELIGIBLE_NO_MEDICAL Active EE's Elig w/Waive Covrg Public HTML ML  Schedul Lookup References  Favorite
TN_BA125_LVE_WOPAY_FOR_MT_22M  OAWInoutpaymore than 22 - b,y XML Scheduf  Lookup References Favorite
TN_BA125_LVE_WOPAY_FOR_MT_22MX ;OA WHhout pay ofe han 2. | o yras XML Schedfle  Lookup References Favorite
TN_BA125_REWRITE TN_BA125_REWRITE Public XML Schedflle Lookup References  Favorite
TN BA133 AUDIT OPEN ENRL ESS Audit OF Self-Service Changes Public XML __ScheWlle  Lookup References  Favorite
TN BA142 TEMP PRIMARY NID DEP Temp NID as primary for Dep  Public HTML Excel XML Scheduie Lookup References  Favorite
TN_BA142_TEMP_PRIMARY_NID_EMPL Temp NID as primary for Empl Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA142_TEMP_PRIM_NID_DEP_OLD Temp NID as primary for Dep  Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA15A HOLD_COVERAGE_ARREARS EE's with Arrears Public HTML Excel XML Schedule Lookup References  Favorite
FOR HEALTH 4



TN BA142 TEMP_PRIMARY_NID DEP

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By [GQuery Name V| begins with TN_BA
Search Advanced Search
H 111 kb
Search Resulits Click the “Excel” button.
*Folder View |— All Folders -- v
Query Personalize | Find | View 10 | 2| & FiaSt

Query Name Description Owner Folder ﬁ;!;'t'_o E:getlo 5:4 0 Schedule %gggﬁn:sl ?g\:gr?tes
TN_BAO1_DEPENDNT_DEMOG Dependent Demographic Public HTML Excel Schedule Lookup References Favorite
TN_BA103_CHILD_AGE_26 Child Tax Dep Approaching 26 Public HTML Excel XJML Schedule Lookup References Favorite
TN_BA103_CHILD_AGE_26_REVISED Child Tax Dep Approaching 26 Public HTML Excel VML  Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_RH Child Tax Dep Approaching 26 Public HTML Excel ML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26 TEST Child Tax Dep Approaching 26 Public HTML Excel ML Schedule Lookup References Favorite
TN_BA104_ELIGIBLE_NO_MEDICAL Active EE's Elig w/Waive Covrg Public HTML Excel JXML Schedule Lookup References Favorite
TN_BA125_LVE_WOPAY_FOR_MT_22v  -OAWithoutpay more than 22 p HTML Excefl XML Schedule  Lookup References Favorite
TN_BA125_LVE_WOPAY_FOR_MT_22MX ;OA WRhoutpay ore Han 22 |y i HTML Excfl XML Schedule Lookup References Favorite
TN_BA125_REWRITE TN_BA125_REWRITE Public HTML Ex XML Schedule Lookup References  Favorite
TN BA133 AUDIT OPEN ENRL ESS Audit OE Self-Service Changes Public Schedule Lookup References Favorite
TN_BA142_TEMP_PRIMARY_NID_DEP Temp NID as primary for Dep  Public Schedule Lookup References  Favorite
TN_BA142_TEMP_PRIMARY_NID_EMPL Temp NID as primary for Emp! Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA142_TEMP_PRIM_NID_DEP_OLD Temp NID as primary for Dep Public HTML Excel XML Schedule Lookup References Favorite I
TN_BA15A_HOLD_COVERAGE_ARREARS EE's with Arrears Public HTML Excel XML Schedule Lookup References Favorite

Pave c ducti
TN_BA162_VIEW_PAYCHECK Egchiock aduchian

ik Information Public HTML Excel XML Schedule Lookup References Favorite



TN BA142 TEMP_PRIMARY_NID DEP

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values. CIiCk the “Open” bUtton
*Search By [GueyName %] begnowin  [TN.BA The Query will open in Excel format.
Search Advanced Search

Search Results

*Folder View [—All Folders — v
Query Personalize | Find | View 100 | 2 | k& First ‘4’ 1-3007 185 ‘' Last
- Runto Runto Runto Definitional Add to
Query Name Description Owner Folder HTML Excel XML Schedule Rederiiic o Favorites
TN_BAO1_DEPENDNT_DEMOG Dependent Demographic Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26 Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_REVISED Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_RH Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_TEST Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA104_ELIGIBLE_NO_MEDICAL Active EE's Elig w/Waive Covrg Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA125_LVE_WOPAY_FOR_MT 22\  -OAWIoutpaymore han 22 gy HTML Excel XML Schedule  Lookup References Favorite
1 without pay than 2 = :
TN_BA125_LVE_WOPAY_FOR_MT_22MX H\OA"‘M e RO RERE 2.2 | -y HTML Excel XML Schedule  Lookup References Favorite
TN_BA125_REWRITE TN_BA125_REWRITE Public HTML Excel XML Schedule Lookup References  Favorite

TN BA133 AUDIT OPEN ENRL ESS Audit OE Self-Service Changes Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA142_TEMP_PRIMARY_NID_DEP Temp NID as primary for Dep  Public i

ML Schedule Lookup References  Favorite

TN_BAT42_TEMP_PRIMARY_NID_EMPL  Ten D as pnﬁary 1or Eﬁpi PUDIIC HIML Excel XML Schedule Lookup References  Favorite
TN_BA142_TEMP_PRIM_NID_DEP_OLD Temp NID
TN_BA15A_HOLD_COVERAGE_ARREARS EE's with Arrears

imary for Dep  Public HTML Excel XML Schedule Lookup References  Favorite

Public HTML Excel XML Schedule Lookup References  Favorite
Paycheck Deduction

TN_BA162_VIEW_PAYCHECK HTML Excel XML Schedule Lookup References  Favorite

Information
INNZAL I
TN_BA164_INVALID_COUNTY TN Employ
z ; ?
TN_BA1728_RETRO_DEDUCTIONS Retro Dedu| D@ you want to open or save TN_BA142 TEMP_PRIMARY_NID_DEP_1383743569.xlsx (3.96 KB) from sso-uat.edison.tn.gov?
TN_BA172_RETRO_DEDUCTIONS REVD Do @ Save | v | Cancel

EE



TN BA142 TEMP_PRIMARY_NID DEP

4

3 9053400000 ] 654321 410XXXXXX Nashwlle John 99999999 04 12/1/2015 Nashville, Mark 1/4/2016 HOME 317Dream|and Dr Burns TN

Example:
This is indicates a record. TN _BA142 TEMP_PRIMARY_NID DEP
Excel Format

-
The Dep NID block will have a}

generic number listed in it.
L

NOTE: From here you have the capability to
print or save the file.

PARTNERS
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TN BA142 TEMP PRIMARY NID EMPL

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name

Search

Search Results

Advanced Search

*Folder View |— All Folders -

Query

Query Name

TN_BAO1_DEPENDNT_DEMOG
TN_BA103_CHILD_AGE_26
TN_BA103_CHILD_AGE_26_REVISED
TN_BA103_CHILD_AGE_26_RH
TN_BA103_CHILD_AGE_26_TEST
TN_BA104_ELIGIBLE_NO_MEDICAL

TN_BA125_LVE_WOPAY_FOR_MT_22M

TN_BA125_LVE_WOPAY_FOR_MT_22M

TN_BA125_REWRITE

TN_BA133_AUDIT_OPEN_ENRL_ESS
TN_BA142_TEMP_PRIMARY_NID_DEP

Click the “Excel” button.

Runto Runtfo R

HTML Excel XML
HTML Excel ML
HTML Excel AL
HTML Excel KML
HTML Excel ML
HTML Ex XML

HTML Excel ML

HTML Excef] XML
HTML Excgl XML
HTML Ex XML

HTML Exgel XML
HTML XML

.

TN_BA142_TEMP_PRIMARY_NID_EMPL

— m— — —
TN_BA142_TEMP_PRIM_NID_DEP_OLD
TN_BA15A_HOLD_COVERAGE_ARREARS EE's with Arrears

V| begins with TN_BA
v
Description Owner Folder
Dependent Demographic Public
Child Tax Dep Approaching 26 Public
Child Tax Dep Approaching 26 Public
Child Tax Dep Approaching 26 Public
Child Tax Dep Approaching 26 Public
Active EE's Elig w/Waive Covrg Public
LOA without pay more than 22 Public
m
LOA without pay more than 22 Public
m
TN_BA125_REWRITE Public
Audit OE Self-Service Changes Public
Temp NID as primary for Dep  Public
Temp NID as primary for Empl Public
=;emo NID as primary for Dep  Public
Public

HTML Excel XML
HTML Excel XML

fo

Personalize | Find | View J00 | & | B

Schedule

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

Schedule

Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

Fi.rsast

Definitional
References

Lookup References
Lookup References
Lookup References
Lookup References
Lookup References
Lookup References

Lookup References

Lookup References

Lookup References
Lookup References
Lookup References
Lookup References
Lookup References

Lookup References

Add to
Favorites

Favorite
Favorite
Favorite
Favorite
Favorite

Favorite

Favorite

Favorite

Favorite
Favorite
Favorite
Favorite
Favorite

Favorite



TN BA142 TEMP PRIMARY NID EMPL

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name V]  begins with TN_BA
Search Advanced Search . PP ’
Click the “Open” button and the
Search Results Query will open in Excel format.
*Folder View I— All Folders -- v
Query Personalize | Find | View 100 | &1 | E& First ‘4 1-300f 185 ‘»' Last
S Runto Runto Runto Definitional Add to
Query Name Description Owner Folder HTML Excel XML Schedule Referonces Favorites
TN_BAO1_DEPENDNT_DEMOG Dependent Demographic Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26 Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_REVISED Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_RH Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA103_CHILD_AGE_26_TEST Child Tax Dep Approaching 26 Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA104_ELIGIBLE_NO_MEDICAL Active EE's Elig w/Waive Covrg Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA125_LVE_WOPAY_FOR_MT_22M ;:HOA WEROUR payrmues.tha. 22 (058 HTML Excel XML Schedule Lookup References Favorite
i Wi ut \"] th.
TN_BA125_LVE_WOPAY_FOR_MT_22MX ;nOA Without pay Thofe lian 22 | o 4 o HTML Excel XML Schedule Lookup References Favorite
TN_BA125_REWRITE TN_BA125_REWRITE Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA133_AUDIT_OPEN_ENRL_ESS Audit OE Self-Service Changes Public HTML Excel XML Schedule Lookup References  Favorite
TA BA44D TOMD DDIMADY NN NED ‘Q’nr' AN 2c nrimarny far rw Pnlic HIa Exeal XML Schedule LOOI(UD References Favorite
TN_BA142_TEMP_PRIMARY_NID_EMPL  Temp NID as primary for Empl Public HTML Excei XML Schedule  Lookup References  Favorite
TN_BA142_TEMP_PRIM_NID_DEP_CLD Temp NID asymary for Dep  Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA15A_HOLD_COVERAGE_ARREARS EE's with Arrears Public HTML Excel XML Schedule Lookup References  Favorite
Pave 1ct
TN_BA162_VIEW_PAYCHECK x,aé ::]E%Peduc‘.on Public HTML Excel XML Schedule  Lookup References Favorite
INN/ALLIDY
TN_BA164_INVALID_COUNTY TN Employ
e ? X
TN_BA172B_RETRO_DEDUCTIONS Retro Dedu Do you want to open or save TN_BA142_TEMP_PRIMARY_NID_EMPL_554554113.xIsx (3.54 KB) from sso-uat.edison.tn.gov?

TN_BA172_RETRO_DEDUCTIONS Retio Dedh Save | v| Cancel



TN BA142 TEMP PRIMARY NID EMPL

This is indicates no records.

[

Example:
TN_BA142 TEMP_PRIMARY_NID EMPL
Excel Format

PARTNERS
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TN BA313 ADDRESS CHANGES

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
LY ~
Search By [Query Name V] begins with TN_BA
Search Advanced Search
Search Results .
Click the “HTML” button.
*Folder View ['- All Folders - v
Query Personalize | Find | View 100/ | B8 First ' 61-00 07 185 |
e Runto Runto Runt e Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definifional References Favories
TN_BA297 LOA_IN_BILLING Active in billing for agency Public HTML Excel Schedule Lookup References Favorite
TN_BA302_PERSON_AND_JOB Person and Job Information Public HTML Excel AML Schedule Lookup References Favorite
TN_BA308_SM_HIRED_AFTER_15TH 1st Deds will not Deduct Public HTML Exc XML Schedule Lookup References Favorite
TN_BA309_INELIG_FOR_PARTNER List of ineligible for Partner Public HTML BExfel XML Schedule Lookup References Favorite
TN_BA311_ESS_NEW_DEPENDENTS  fog Dcpendents Addedvia — py e HTML Axcel XML Schedule  Lookup References  Favorite
TN_BA312_WCP_WITH_ARREARS Worker's Comp with Arrears  Public HTML Excel XML Schedule Lookup References Favorite
TN_BA313_ADDRESS_CHANGES Address Changes Public ( HTML )Excel XML chedule Lookup References Favorite
TN_BA313_ADDRESS_CHANGES_BK Address Changes Public HTML Excel XML Schedule Lookup References Favorite
TN_BA313_ADDRESS_CHANGES_OLD Address Changes Public HTML Excel XML Schedule Lookup References Favorite
TN_BA324_1450_EMPLOYEES List of 1450 Employees Public HTML Excel XML Schedule Lookup References Favorite

TN_BA327_RGF_PTN_EMPLS Grandfathered Participants Public HTML Excel XML Schedule Lookup References Favorite




TN BA313 ADDRESS CHANGES

TN_BA313_ADDRESS_CHANGES - Address Changes

Effective Date From: |04/01/2016 |[3)

Effective Date To:  [04/1212016 {4
View Results

........

D ANID Name Eff Date

Status Address 1 Address 2 Address 3 Address 4 City County State Postal Last Upd DtTm by Description

[Enter or click on the calendar icon to select the from and to dates you want to search.]

Click the “View Results” button.

PARTNERS
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TN BA313 ADDRESS CHANGES

TN_BA313_ADDRESS_CHANGES - Address Changes

Effective Date From: |04/01/2016 |[3
Effective Date To:  |04/12/2016 |[3])

Name Eff Date Status Address 1 Address 2 Address 3 Address 4 City County State Postal Last Upd DtTm by Descri

Click the “Open” button
The Query will open in Excel format.

\4

Do you want to open or save TN_BA313_ADDRESS_CHANGES_1994014969.xlsx (3.98 KB) from sso-uat.edison.tn.gov? Save v Cancel




TN_BA313 ADDRESS CHANGES

TN_BA313_ADDRESS_CHANGES_BK - Address Changes

\

Example:
Effective Date From: 4/012016 |[3

TN_BA313 ADDRESS CHANGES
Query which was ran to HTML.

Effective Date To:  |04/12/2016 |[3

View Results
Download results m@snem CSV Text File XML @
View Al First 1-10f 1 Last
ID NID Name Eff Date Status Address 1 Address2  Address3  Address4 City State Postal Last Upd DfTm by Description
1 00470701 852963741  BenefitsJoe |  04/06/2016 A 312 Rosa Parks Ave Nahsvile TN 37243-0001  04/06/2016 3:42:15PM alma0202001 Al Adams

From here you can select to run your query in an
Excel Spreadsheet , CSV Text File, or XML File.

PARTNERS
FORHEALTH -




Adding A Query To Your Favorites In

Query Viewer

Favorites ¥ Main Menu v)
S E—

All

w | Search

HCM
E L Pd

v v v 4

FSCM j

[ ra— r View
HCM Reporting Tools l—l Query J - ey Viswes
My Personalizations E] Report Manager - ehedus Sy

I DR DR B

L

vV —R

My System Profile

o

|B;E_:;i General Information v
lﬂ
Payroll %
P
U =

Click on the “Main Menu”
button above the TN Logo.

PARTNERS
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Query Viewer Favorites Search

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By [Query Name V| begins with TN_BA
Search Advanced Search A

Enter “TN_BA” in the “begins with”
field.

Then click the “Search” button.

PARTNERS
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Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of alil values.

*Search By [Query Name V] begins with TN_BA

: Search : Advanced Search

Search Results

*Folder View I— All Folders -- v

Query
Query Name Description
TN_BAO1_DEPENDNT_DEMOG Dependent Demographic
TN_BA103_CHILD_AGE_26 Child Tax Dep Approaching 26
TN_BA103_CHILD_AGE_26_REVISED Child Tax Dep Approaching 26
TN_BA103_CHILD_AGE_26_RH Child Tax Dep Approaching 26
TN_BA103_CHILD_AGE_26_TEST Child Tax Dep Approaching 26
TN_BA104_ELIGIBLE_NO_MEDICAL Active EE's Elig w/Waive Covrg
TN_BA125_LVE_WOPAY_FOR_MT_22  LOAWihout pay more than 22
TN_BA125_LVE_WOPAY_FOR_MT_22Mmx  -OAWiihout pay more than 22

TN_BA125_REWRITE TN_BA125_REWRITE
TN_BA1 ESS Audit OE Self-Service Changes
BA142_TEMP_PRIMARY_NID_DEP Temp NID as primary for Dep
TN_BA142_TEMP_PRIMARY_NID_EMPL Temp NID as primary for Empl
TN_BA142_TEMP_PRIM_NID_DEP_OLD Temp NID as primary for Dep

Owner Folder

Public
Public
Public
Public
Public
Public

Public

Public

Public
Public
Public
Public
Public

Select the Query you wish to add to
your favorites by clicking on the

“Favorites” button.

Run to
HTML

HTML
HTML
HTML
HTML
HTML
HTML

HTML

HTML

HTML
HTML
HTML
HTML
HTML

Runto Runto

Excel
Excel
Excel
Excel
Excel
Excel
Excel

Excel

Excel

Excel
Excel
Excel
Excel
Excel

XML
XML
XML
XML
XML
XML
XML

XML

XML

XML
XML
XML
XML
XML

Personalize | Find | View 100 | (L | @

Schedule

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

Schedule

Schedule
Schedule
Schedule
Schedule

PARTNERS

First ‘4 1-300f185 ‘»' Last

Definitional
References

Lookup References
Lookup References
Lookup References
Lookup References
Lookup References
Lookup References

Lookup References

Lookup References

Lookup References
Lookup References
Lookup References

Lookup References

FOR HEALTH

Add to
Favorites

Favorite
Favorite
Favorite
Favorite
Favorite
Favorite

Favorite

Favorite

Favorite
Favorite

Favorite
Favorite
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TN_BA142_TEMP_PRIMARY_NID_DEP Temp NID as primary for Dep  Public HTML Excel XML Schedule Lookup References  Favorite

TN_BA142_TEMP_PRIMARY_NID_EMPL Temp NID as primary for Empl Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA142_TEMP_PRIM_NID_DEP_OLD Temp NID as primary for Dep  Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA15A_HOLD_COVERAGE_ARREARS EE's with Arrears Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA162_VIEW_PAYCHECK E?gﬁg‘;;zf?ed”m” Public HTML Excel XML Schedule Lookup References Favorite
TN_BA164_INVALID_COUNTY TN Employees w/ invalid county Public GO/ \D HTML Excel XML Schedule  Lookup References Favorite
TN_BA172B_RETRO_DEDUCTIONS Retro Deductions for State EE  Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA172_RETRO_DEDUCTIONS gg" o Beduchons-NonBayol o e HTML Excel XML Schedule Lookup References Favorite
TN_BA174_FTD_LIFE_INS_COUNTS Ft.Dbrn Life Insurance Counts  Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA174_FTD_LIFE_INS_CTS_OLD Ft.Dbmn Life Insurance Counts  Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA185_ADR_WITH_HIPAA_DELIMS ggﬁr"f;s;s e Public HTML Excel XML Schedule Lookup References Favorite
TN_BA185_ADR_W_HIPAA_DELIMS Rz  Addresses with Hipaa Public HTML Excel XML Schedule Lookup References Favorite
TN_BA185_ADR_W_HIPAA_DELIMS_RH ggﬁ;f:f;s withs Hipaa Public HTML Excel XML Schedule Lookup References Favorite
TN_BA185_ADR_W_HIPAA_DELIMS_RX  Addresses with Hipaa Delimiter Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA1385_ADR_W_HIPAA_DEL_RH2 Addresses with Hipaa Delimiter Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA135_ADR_W_HIPAA_DEL_RH3 Addresses with Hipaa Delimiter Public HTML Excel XML Schedule Lookup References  Favorite
TN_BA201_SECURITY_BY_BUS_UNIT Security access by business un Public HTML Excel XML Schedule Lookup References  Favorite
Dep Terms . .
TN_BA207_DEP_TERMS Die Mar A You will see the query dule  Lookup References Favorite
TN_BA207_IND_EVENTS Ineligible D TN_BA142_TEM P_PRl MARY_N | D_DEP dule Lookup References  Favorite
H (11 H H Lh]
TN_BA209A_STATE_HLTH_PREM_PYRL ReconPY in your “My Favorite Queries dule  Lookup References  Favorite
w My Favorite Queries Personalize | Find | 2] La First ‘4 1of1 ‘» Last
e Runto Runto Runto >
Description Owner  Folder HTML  Excel XML Schedule Definitional References Remove
TN_BA142_TEMP_PRIMARY_NID_DEP Temp NID as primary for Dep Public HTML Excel XML Schedule Lookup References (=]
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Questions?
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Schedule Query

Allow you to schedule queries so you can view
changes and discrepancies within Edison.

This Applies to State Agencies.

However, Non Payroll agencies can use the Scheduler for really
large Queries that may time out. (As the PPACA report).
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Schedule Query

4 NOTE: A

The following query needs to be run 7 days before payday:

TN BA278 DOUBLE DED ARREARS - This query will identify the people who will be double deducted for benefits
coverage. Once you run the query, the field called Current Payback will show the additional amount that will be deducted.

. _J
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Schedule Query

From The Query Folder

Favorites ¥ .
—— To Schedule a Query from the Main Menu.

TN - Click on the Main Menu, HCM Reporting
= P Tools Folder, Query Folder, and then the
S Schedule Query link.

v | Search

HCM Reporting Tools

My Personalizations

My System Profile l

B‘QE‘. General Information
= )" Payroll

W]
4 »&,L"{ Human Resources
p B

1‘?1‘/{%\ Benefits

a=_"]

l}fi"— ELM =
g Fscm =

e — Welcome To Edison

Q

Edison News Alerts [:] Edison Maintenance Calendar o~
v A No articles currently available
" . { { Sunday Apr 10, 2016 - Saturday Apr 16, 2016
Y
.
(3.4 L i ‘

News and Events -
i s No events found for the date range

FAQ

Q

oW Calendar Not Available
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Schedule Query

Schedule Query
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: [Run Control ID W |begins with O

[l case Sensitive

Advanced Search <

Find an Existing Value | Add a New Value

\—

4 Once you have created the Run
Control ID, you can simply type

~

the name of the Run Control ID
on this screen and
Click “Search.” )
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Schedule Queries

Schedule Query

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Valu <€ (" Click the “Add a New Value”
button if you have never run this

Search Criteria query.

Search by: [Run Control ID W |begins with

[l case Sensitive

Search Advanced Search

Find an Existing Value I Add a New Value

PARTNERS
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Schedule Query

Naming your Query

Schedule Query & Create a name for your query and type it in the R

“Run Control ID” field.

Eind an Existing Vaiue ||l NewVae / Name your query as it relates to the query.

Run Control ID: C ) 9 Note: No spaces allowed in the name of the query. )

Add

Find an Existing Value | Add a New Value

Example:
DoubleDedArrears — Acceptable
Double Ded Arrears - Unacceptable
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Scheduled Query

Schedule Query

Find an Existing Value Add a New Value

Run Control 1D: /doublededarrears

Add < After naming your query,
Click the “Add” button.

Find an Existing Value | Add a New Value

PARTNERS
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Scheduled Query

TN BA278 DOUBLE DED ARREARS

Schedule Query

Run Control ID: doublededarrears Report Manager Process Monitor LU
Query Name: < >
A A
*Description:
Vj,i;Save , 1 + Add | |2 Update/Display

type that information in the Query Name field then

If you know the query name or part of the name, you can
Click the “Search” button.

PARTNERS
FOR HEALTH o




Scheduled Query

TN BA278 DOUBLE DED ARREARS

Schedule Query

Run Control ID: doublededarrears Report Manager Process Monitor i Run |

Query Name: q )

o A
*Description:
[G)save % Add || 2] Update/Display

To see a list of the queries you can run,
type “TN_BA” in the “Query Name” field
without typing in a name, you will have
over 2700 queries to select from.
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Scheduled Query

TN BA278 DOUBLE DED ARREARS

Schedule Query

Run Control ID: doublededarrears Report Manager Process Monitor Run
) A
*Description:

[Fsave + Add || 2] Update/Display

Enter the Selected Query Name (TN_BA278)
Click the “Search” button.

Example: TN _BA278.
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Scheduled Query

TN BA278 DOUBLE DED ARREARS

Scheduled Query Search Page

*Query Type:  {ESEIES

Query: TN_BA273 Search
Quepy —_— Personalize | Find | View All | 22| & First 10 Last
TN_BA273_DOUBLE_DED_ARREARS |ED's with double deductions Public
e
N
Return

Click on the link of the query you would
like to schedule to run.
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Scheduled Query

TN _BA278 DOUBLE DED ARREARS

Scheduled Query Search Page

*Query Type: [ Queries v

Query: TN_BA278 Search

Query Personalize | Find | View All | &) & First ‘¢ 10f1 ‘2 Last

|TN_BA.Z?S_DOUBLE_DED_ARREARS EE's with double deductions Public

e

TN_BA278_DOUBLE_DED_ARREARS
Pay Period End Date: (02/15/2016 @,

Return OK Cancel

Enter the “Pay Period End Date”
Click the “OK” button.
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Scheduled Query

TN_BA2/8 DOUBLE DED ARREARS

Schedule Query

Run Control ID: doublededarrears Report Manager Process Monitor

Query Name: [TN_BA273 DOUBLE DED_ARREARS | | Search ]

*Description: | EE'S with double deductions

Update Parameters

Prompt Name Value /

PAY_END_DT 2016-02-15

(il save + Add || 2| Update/Display

[ Click the “Run” button at the top right. ]
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Scheduled Query

TN _BA278 DOUBLE DED ARREARS

Process Scheduler Request

UserID bubal0401001 Run Control ID doublededarrears

Server Name Run Date 04/17/2016 5

Recurrence | v Run Time [ 10:53-33AM Reset to Current Date/Time

Time Zone @,

Process List

Select Description Process Name Process Type *Type istribution
M  PSQUERY PSQUERY Application Engine [Web  |[TXT | Distribution
OK Cancel

The format will default to TXT, but you can
change the query format to see it as a
PDF or an Excel (XLS) document.
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Scheduled Query

TN _BA2/8 DOUBLE DED ARREARS

Process Scheduler Request

User ID bubal0401001

Server Name ‘

Recurrence ‘

Time Zone @

Process List
Select Description

[ PSQUERY

Cancel

Process Name

Click the “OK” button.

Run Control ID doublededarrears

Run Date 04/17/2016 el
Run Time [10:53:33AM Reset to Current Date/Time

Process Type *Type *Format Distribution

(| EESI | Dstribution
BN R R T

Application Engine

We selected to use XLS for the excel
document format.
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Scheduled Query

TN _BA278 DOUBLE DED ARREARS

Schedule Query

Report Manager

Run Control ID: doublededarrears Process Monitor i Run

Process Instance: 5446502

/ [ State ABC’s Only
Click the “Process Monitor” button.

Query Name: |TN_BA273_DOUBLE_DED_ARREARS

*Description: |EE’S with double deductions

Update Parameters

\
Prompt Name /ﬁje /
PAY_END_DT / 2016-02-15 Hl
| Save Add 2.| Update/Displa
= Non Payroll ABC’s L el
Click the “Report Manager” button.

Make a note of the “Process Instance” number,
This number is helpful if there is an issue in the
future when retrieving this query.

PARTNERS
FORHEALTH -



Scheduled Query

TN_BA2/8 DOUBLE DED ARREARS

View Reports For

Folder NG V| \ Instance to Refresh
Name CreXted On 09/22/2015 i |Last v| 1) [Days v
Reports Personalize | Find | View All | &) &R First ‘4 10f1 &' Last
Report Report Description Folder Name 8:;2 'p,r!?;::n IFBeport Izl:t);zzz
1 Report

After clicking the “Report Manager” button,
this page appears. To see the query, click the
“Administration” button.

Go back to Schedule Query
F/Save

List | Explorer | Administration | Archives
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Scheduled Query

TN _BA278 DOUBLE DED ARREARS

List Explorer Administration Archives

View Reports For

User ID bubba04011979 = Type| v|Last v 1 @
Status v| Folder| v| Instance to
Report List Personalize | Find | View All | &3 | B First (& 1-20f2 @ Last
slect " Description Rowesl  romat saws oewis | (e report may take a minute to
_ A G (sl | run. Continue to click the
3431596 5446802@h double deductions 11-02-00AM  Files Posted Details “Refresh’” button until the
'I‘ e | Distribution Status shows
3431570 5446769 EE's with double deductions 3“;1’33]& Fi?;s Posted  Details k “Posted” J

¢-bx)

v . 2
=Select All Desdlect Al

Click the deletq button to delete the selected repori(s)

Go back to Schedule Quegy

Click the Description:
“EE’s with double deductions”
button in the Report List.

1l Save

List | Explorer | Administratipn | Archives

Notice the process instance number

matches the one you wrote down earlier. PAR'I'NERS
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Scheduled Query

TN _BA278 DOUBLE DED ARREARS

Report Detail Again you will notice your process
Report instance number from earlier.
ReportiD 3431596 @ess Instance @ Message Log;

Name PSQUERY Process Type Application Engine

Run Status Success

EE’s with double deductions
Distribution Details

Distribution Node  hruat Expiration Date 0472472016

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_5446302 log 1,829 04/17/2016 11:05:32.002651AM CDT

TN_BA273_DOUBLE_DED_ARREARS-

49 [17/201 :05:32.002651AM CDT
5446302 xXlox 4249 04/17/2016 11:05:32.002651AM CD

Distribute To

Distribution ID Type *Distribution ID

Click the second link under “File List” ending
in “.PDFX” or “.XLSX” to view the Query

User nancg0116002

QK Cancel

NOTE: The query will open in a separate window. PARTNERS
FOR HEALTH




Scheduled Query

TN _BA278 DOUBLE DED ARREARS

)

Internet Explorer

What do you want to do with
TN_BA278_DOUBLE_DED_ARREARS-5446802.xlsx?

From: sso-uat.edison.tn.gov

é )
<€ After clicking on the query name in
e file won't be saved automatically. the file list this windows appears.
Click the “Open” button.
< Save \_ )

- Save as

Cancel
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Scheduled Query

TN _BA278 DOUBLE DED ARREARS

Pay Period End Date = 2016-02-15

TN 2/15/2016 00455555 3450301701 Dental PPDN Cigna Before-Tax 32.20 16.10 Nashville Joe A P.0.190 Nashville TN 37212

B W N

This is a
TN _BA278 Double DED Arrears
Query which was ran to Excel.
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Questions?
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Running the Premiums Due/

Collections Applied Report

This procedure allows you to run the Premiums
Due/Collections Applied report which shows you
all the monthly deductions/refunds for each
employee of your agency

{ % This Applies to Non Payroll Agencies \
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Main Menu

Running the Premiums Due/
Collections Applied Report

Main Menu

Employee Self-Servi o
Employee Self-Service e Advanced Search
E Workforce Administration
FSCM < 1 Employee/Dependent Information Wel to Edi
e come 10 Edison
2 - m—th Amerid —  Review Employee Benefits
HCM Reporting Tools ray orth Ameri poy
: $ (3 Enroll In Benefits 4
=] My Personalizations 1 Reporting Tools
Ny Svitani Bron =S My Personalizations 1 Manage Automated Enrolimeat _
My System Profile Bl t dDed TN Prem Due/Collect App Deduct
y ( ontributions and De: N e il
S MysystemProfle 2 Reports g
(= - e ~ TN Enroliment and Collections
|2 = "OeTETar oo ] Administer COBRA Benefits ' ) G &
EE ; PR
— L Benefits Billing » .
) Payroll =] Non-Payroll New Hire
i Non-Payroll Job Data
G idf H n Resources = -
x‘f uman Resources =|  Benefits Document Upload
wvl Rk
re1el?’ Benefits v
[ -

Click the “Main Menu” button.
Click the “HCM” button.
Click the “Benefits” button.
Click the “Reports” button.
Click the “Contributions and Deductions” button. T e
Click the “TN Prem Due/Collect App Deduct” button. No events found for the date range.

Calendar Not Available

Q2

[j Edison Maintenance Calendar o~

~

0

\

Edison Basics i My Reports

3] What is Edison?

Q
o
4

No Reports To Display
&3] What are the Edison Compatibility Standards?




Running the Premiums Due

Add a New Value

TREreim Bin/GolisctSpp Doy Click the “Add a New Value” button if you have

never run this report.
Find an Existing Value <€

No spaces allowed in the name of the query.

Run Control ID:

Add

Find an Existing Value | Add a New Value
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Running the Premiums Due

Naming your report

TN Prem Due/Collect App Deduct

Find an Existing Value || Add a New Value f You can name the report anything \
you wish, no spaces are allowed in

o Cop_tro!! <« the name of the report. If there are
spaces you will receive an error later

in the process.

\ Click the “Add” button. )

Find an Existing Value | Add a New Value
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Running the Premiums Due

Selecting your Department Number

Run Control ID: reports Report Manager Process Monitor i Run

Report Parameter(s)

( Click the spy glass for the
Department <€ L“Department” field to select your

department number.

Ooncycle Qofficycle O Both

Pay Run ID @,

il Save -+ Add_ || 2] Update/Display
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Running the Premiums Due

Selecting your Department Number

Run Control ID: reports Report Manager Process Meonitor Run

Report Parameter(s)

Look Up Department
Department , Help
Search by: Departmentbegins with
) On-Cycle U Off-Cycle _) Both
Pay Run ID Look Up Cancel | Advanced Lookup
Search Results
View 100 First ‘& 120f2 '® Last
Department
9053400000
1 Save + Add Al 9202800000

NOTE: The department number is a number provided by
Benefits Administration to your agency.

Example: Shows an agency that has two department numbers. PARTNERS
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Running the Premiums Due

Run Control ID: reports Report Manager Process Monitor Run

Report Parameter(s)

Department 9053400000 @,

Ooncycle O off-Cycle

Pay Run ID Q@

) Save L% Add | 2] Update/Display

Click the “Both” button.
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Running the Premiums Due

Selecting the Pay Run ID

Run Control ID: reports Report Manager Process Monitor Run

Report Parameter(s)

Department 9053400000 @

Ooncycle OoffCycle i®:Both

Pay Run ID

| Save + Add || 2| Update/Display

Click spy glass for the
“Pay Run ID”
field to select the month you wish to see.
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In the “Pay Run ID” begins with field, type The “Pay Run ID” has a specific format. The first two
in the last two digits of the year. digits are the year, followed by NP for “non-payroll”,
followed by two digits for the month and two digits for

Click the “Look Up” button. the last day of the previous month.

Click the date you wish to see.

Run Control ID: reports Report Manag® Process Monitor Run

Report Parameter(s) < Uo Pav Run 1D
Look Up Pay Run ID
= H
{ 2400000 ]

Department 9053400000 & = : R .
\bear'cn by: Pay Run ID begins wi o

®
©

O on-Cycle O Off-Cycle ® Both
Look Up Cancel | Advanced Lookyp
:_') _ ' .
SR g Search Results
4 Las
16NP0229
i Save 16RT0D131

16RT0D229

VLLT

In this example we want to see the deductions taken from active
employees for coverage during the month of February 2016. We
selected the “16NP0131” button.




Running the Premiums Due

Run Control ID: reports

Report Parameter(s)

Department 9053400000 @
Ooncycle Oofficycle ® Both

Pay Run ID |[16NP0131 @,

A

I
0 Save

The “Pay Run ID” selected.

Report Manager Process Monitor

+ Add

A

Click the “Run” button.

2| Update/Display
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Running the Premiums Due

Process Scheduler Request

User ID nancg0116002 Run Control ID reports

Server Name Run Date |04/18/2016 5

Recurrence| V‘ Run Time [9:03-52PM Reset to Current Date/Time
Time Zone @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
[/l TN Prem Due/Collect App Deduct TN_BA138 SQR Report Web v||PDF w| Distribution

Cancel

You can change the report format on this screen if you
wish to see it as an Excel document. Otherwise, to see it
as a PDF click the “OK” button.
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Running the Premiums Due

Run Control ID: reports

Report Manager doni | Run

Process Instance: 5447909

Report Parameter(s)

Department |9053400000 '::!J

Ooncycle QOofiCycle @ Both Make a note of the

pay Run D [16NPO131 @ “Process Instance” number.

./ Save " Return to Search |+ Add

Click the “Report Manager” button.
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Running the Premiums Due

List Explore Administration Archives

View Reports For

Folder to Refresh
Name On 09/22/2015 (9 | Last M 1| [Days W
Reports Personalize | Find | View All | | & First ‘4’ 10of1 ‘»’ Last

N Completion Report Process
Report Report Description Folder Name Date/Time ) lhatance
1 Report

After clicking the “Report Manager” button,
this page appears.

Click the “Administration” button.

Go back to TN Prem Due/Collect App Deduct

5l Save

List | Explorer | Administration | Archives
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Running the Premiums Due

List Explorer Administration Archives

View Reports For

User ID nancg0116002 Type i_ v[ Last v 1 Days v

Status | v| Folder| v| Instance to A
Report List Personalize | Find | View All | &2 | & First ‘4 1-60f6 '»' Last
Report e Request J f . N
Select D Description DatefTime Format The report may take a minute to
041187201  Comma run. Continue to click the
3432472 5447909QN t App Deduc) -2 elimited d Detai :
SREALL “‘;‘D'@D“e e Ap@s.ose?pm ko el Ess Refresh button until the
; Text “Status” shows “Posted”.
04/18/2016 .
3432287 544678 EE's with double deductions N 22010 e posted  Details
T (tbx)
Microsoft
041872 Excel

3432281 54479671 EE's with double deductions Posted Details

1:45:18 Files

NS)

04/18/12016
1:43:18PM

Bocted MNgotaile
| Click on the TN Premiums Due/Collect App Deduct”
Notice the Process Instance Number report you requested.

matches the one you wrote down earlier. PARTNERS
FOR HEALTH o
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Internet Explorer

Running the Premiums Due

=]

What do you want to do with tn_ba138_5447909.csv?

From: ssc-uat.edison.tn.gov

< Open

<€

The file won't be saved automatically.

= Save

< Save as

Cancel

(
L

After clicking on the query name in
the file list this windows appears.

Click the “Open” button.
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Department :
Position Wumber:

Last 4 of Flan
BSN Emplid Hame Type
o OO 0o 200 Medical
B & 4 oo O vizion
B & 45 4 0o e s d Medical
- xox 0o OO Medical
- oo oo ot s d Dental
- X oo K Vision
- xox 0o OO Medical
- MO oo e Dental
- OO i1} WO Vizion
- O 0o HOOE Medical
- Mo (i]1] WO Dental
B = v+ 4 i1} R Wision

Poaition Totalsa:

Benefit
Flan

PPOV1E
VISEXP
PPOV1E
PPOV1E
POON

VISEXP
PPEV1E
PDON

VIESEXP
PPEV1E
POON

VISEXP

State of Tennessee
Premiume Due Repor
for February 2016 cowve

Benefit Plam
Description

Standard PPD BCES East
Vvision Expanded

Standard PPO BCES East
Standard PPO BCES East
Delta Preferred

Vigion Expanded
Partnership PPO BCEE Eacst
Delta Preferred

Vision Expanded
Partnership PPO BCEE Eacst
Delta Preferred

Vigion Expanded

rage

Coverage
Level

E R ]

0D00_FM

FPage: 9

Run Date

Run Time 05:02:14.00
Coverage Level Employer Enployee Total Employee
Descripticn Amount Amcunt Amount Count
=i D.0 663 .85 663 .85
Ei 0.0 73 73
=] 0.0 €63 .85 663 .B5
] 0.0 3.85 3.B5
s 0.0 46 .46
=] 0.0 5.73 5.73
] 0.0 E3E8.85 E3E8.B5
) D.0 20 .46 46
s 0.0 5.73 5.73
] 0.0 E3E8.85 E3E8.B5
s 0.0 20 .46 46
=] 0.0 5.73 5.73

0.00 15,130.53 15,130.53 24

If you run the report for a date in the past it will be titled

“Collections Applied” at the top. In this case, it was run for

a future date so it is titled “Premiums Due”.

The Premiums Due report is an estimate whereas the

Collections Applied report shows what BA will actually pull
from your agency. The changeover date is usually one of
the first few working days of the month and is listed on the

calendar on the ABC website:

http://www.tn.gov/finance/article/fa-benefits-abc

The report shows the individual
deductions for each employee. The
total amount that will be charged to

your agency is on the last page. Any

refund will show as a minus sign
before the amount.
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http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc
http://www.tn.gov/finance/article/fa-benefits-abc

Questions?
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External Agency Calendar

» Collections Applied Report — shows the amount to be
pulled from agency bank account (ACH) on 15t of
current month

» Premiums Due Report — shows an estimated amount to
be pulled from agency bank account (ACH) on 15% of
the next month
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External Agency Calendar

2016 APRIL 2016
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Mar 27 Mar 28 Mar 29 Mar 30 Mar 31 1 2

No changes in "Job Data"

in Edison
3 4 5 6 7 8 9
LE/LG/TBR Collections
Applied report can be run
for April coverage - Use
16NP0331 for Payrun ID
10 11 12 13 14 15 16
LE/LG/TBR -Premiums Noon cutoff for enrollment
Due report can be run for paperwork with May
May coverage - Use effective dates - Central
16NP0430for Payrun ID State agencies
17 18 19 20 21 22 23
LE/LG/TBR -Premiums
Due report can be run for
May coverage - Use
16NP0430for Payrun ID
Noon cutoff for enrollment
paperwork with May
effective dates -
LE/LG/UT/TBR agencies
24 25 26 27 28 29 30
- EDISON WILL BE EDISON WILL BE

UNAVAILABLE DUE TO UNAVAILABLE DUE TO
UPGRADES-No Changes UPGRADES-No Changes
in Job Data in Job Data




Hiring, Rehiring, Transferring, Entering

Dependents, and Entering Benefits

eForms are used for Non-Payroll Agencies
(Local Education, Local Government, and
Higher Education “TBR” )

This applies to Non Payroll Agencies. ’
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Welcome to Edison eForm

= After obtaining a completed and signed enrollment
change application with the applicable required
dependent documentation, the ABC will be able to:

dEnter employee personal data, job data, dependent
personal data, benefit elections into Edison eForm,

L Attach the dependent documents, and
dSubmit it directly to BA.

= Currently, we are locked out of making job and/or
enrollment changes in Edison for certain groups, for
Six (6) workdays a month.

THER



Welcome to Edison eForm Continues

= Once a service center analyst evaluates the transaction
for completeness and accuracy, it will be approved in
Edison.

QIf additional documentation is necessary to
complete the transaction, it will be sent back to the
ABC via the Edison system workflow with the
request for additional information.

dYou will be alerted by email when you have a Benefit
eForm that has been sent back for revision.

dYou will also be able to view the Benefit eForm to
see where it is in the approval process after it has
been submitted.



Access eForm from Main Menu

Main Menu +

3 HCM 3 Employee Self Service
31 ELM 3  Workforce Administration >
3  ESCM 3 Benefits (3 Employee/Dependent Information
(3 HCM Reporting Tools | &3 Compensation 3 Review Employee Benefits v
3 ELMReporting Tools | &3  Payroll for North Amerig (3 Enroll In Benefits >
3 FSCM Reporting Tools C3 Workforce Developmen (3 Manage Automated Enroliment >
C3 PeopleTools 3 Organizational Develop| &2  Maintain Primary Jobs >
3 EHD C3 SetUpHRMS 03 Reports .
My Personalizations 3 worklist 3  Interface with Providers >
My System Profile 3 Reporting Tools 3 Administer COBRA Benefits >
C3 PeopleTools {3 Benefits Billing >
3 Manage GT eForms 3 Admin Flex Spending Acct US >
My Personalizations ssing »
My System Profile ‘ Hire eForm D
% Benefits Benefit eForm .
Non-Payroll New Hire
ELM Non-Payroll Job Data
New Employment Instance
@ FSCM Benefits Document Upload
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Access eForm Thru Modules into Benefits
WorkCenter

PN 7 X
() el senvce v [ serseree .| BENEFTS °
s { Benefits WorkCenter <
: E »
@ General Information v Gsnrat indonmasian (3 Benefits Administration
. Non-Payroll Job Data
L_.@] Payroll v Empioyee Profie Page
v Benefits Document Upload
EII) New Employment instance
‘Lw Human Resources y Update Dependent/Beneficiary

On-Demand Event Maintenance
Review BAS Activity
Heakh Benefits

F% _ (21 Workforce Administration
M Benefits 3

Modify a Person
Search by National D

S Time and Labor '

Benefits v Benefits News () Benefits Billing
anafite Enroll in Biling
Review Adjustment Summary
Review Employes Balances
. Reguest Hold/Alernate Address

= Hire eForm
Non-Payroll Hire eForm

@ FSCM v Ir u;—- 4

'.'0'1)“ o il -
'y Trainin v 1| Ad = i Benefits eForm
(\f & ¢ (\( b'g Ywols Non-Payroll Benefit eForm Ho

— HELS




eForm New Hire

Favorites ¥ Main Menu v > HCM ¥ > Benefits¥ » HireeForm

TN Tennessee
_ State Government

Hire eForm

#£%  AddaHire form
Use this link to start a Hire eForm for an NP employee.

View a Hire form
m Use this link to View an existing form - you will only see forms that you have
department security access for.

Click Add a Hire form

: 106




Personnel Search Action Form with SSN

NP Person Search

Electronic Personnel Action Form

Search for a person. Ifthey do not exist in the system, you will get the opportunity to add them after the
search.

- Search Fields

Employee ID

Qr

@Security = 875412@

o

Enter Social Security Number (SSN) and Click Search

] s (Elev



Personnel Search Action Form with no Result

NP Person Search

Electronic Personnel Action Form
Search for a person. Ifthey do not exist in the system, you will get the opportunity to add them after the
search.

v Search Fields

Employee ID
Cr
Social Security # (875412396 |

Clear . E Search

@earch returned no r@ . s
Would you like to: | Add Person for Hire

Click Add Person for Hire

TN
108
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Employee Identification Information Blank

NP Person Search

Enter Employee Identification Information

Please complete the fields below and then click the Start Hire button.

*First Name | *Social Security #: |875412396
Middle Name | *Date of Birth | [5]
*Last Name | Cancel || StartHire |

SSN will automatically populate.
Complete all Fields with an Asterisk.

TN

e
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Employee Identification Information
Complete

NP Person Search

Enter Employee Identification Information

Please complete the fields below and then click the Start Hire button.

Add a Person for Hire
*First Name |Mark *Social Security #: (875412396
*Date of Birth 04011979 @

Middle Name A

> I " - y
LagtNews [oonels Cancel ||  StartHire

Click Start Hire

TN

b
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Hire eForm Step 1

Create a Hire eForm

Step 1 ok S Enierbive Fersonat Dt

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default
password.

eFormID 251815

Personal Information

SSN XXXXX2396 EmplID New

*First Name [Mark

Middle Name A

*Last Name [Benefits

*Date of Birth [04/01/1979 5§

*Marital Status | Single v

Home Address and Phone

*Address Line 1/

*Gender | b

Address Line 2|
*City | sstate[ @ tzwe[ ]
*Telephone |
*County | Q
*Email |

Complete all Fields with an

Search

Message

Are you sure you want to Return to Search? Your changes will not be saved. (24746,17)
Select Yes'to leave the form.

Select'No'to stay on the form in order to submit it or putit on hold.

Close

Message

Are you sure you want to close this form? Your changes will not be saved. (24746,1)
Select Yes'to leave the form.

Select 'No'to stay on the form in order to complete it or put it on hold.

Asterisk

\ <<§earcrr§;} | Close

| <<Previous || Save&Next>> |

o]}




TN

Hire eForm Step 1 Complete

Create a Hire eForm

Step 1 of 3: Enter Hire Personal Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.
eFormID 251815

Personal iInformation

SSN XXXXX2396 Empl ID New

*First Name |[Mark

Middle Name A
*Last Name |Benefits

*Date of Birth [04/01/1979 |[5] *Gender |Male ¥ |

*Marital Status | Married v |

Home Address and Phone

*Address Line 1 [3722 Trenton Rd

Address Line 2 |

*City [Clarksville *State [TN Q_ *ZIP[37040

Click Save & Next

*Telephone [515/770-35833

*County [Montgomery (&}

*Email [anywhere@tn.com

<< Previous Save & Next >>_":

== Search ] Close

Apartment numbers and Box numbers go on Line 1 with the street address

ey




Address Message

Create a Hire eForm

Step 1 of 3: Enter Hire Personal Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.

eFormID 251815

- Message
Personal information

SSN XXXXX2398

*First Name [Mark

Middle Name A

*Last Name [Benefits

*Date of Birth [04/01/19]

The address entered could not be validated. (24645,10)

Please check the following website to ensure the accuracy of your address: www.usps.com/zip4 or contact your Human Resources Office.
Do you want to correct the address?

Yes No

*Marital Status | Married

v |

Home Address and Phone

*Address Line 1 [3722 Trenton Rd

Address Line 2|

*City [Clarksville *State [TN Q_ *ZIP[37040

*Telephone [515/770-3833

*County [Montgomery Q

*Email anywhere@tn.com

TN

b

|—=<</Previous ] | Save &Next>> |

[ =< Search | | Close |

You may receive this message.
If so and you know the address is correct select No.
Select Yes if you need to correct part of the address. 153




Hire eForm Step 2 “Job Data Information”

TN

Create a Hire eForm Employee’s ID number “Edison ID”

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submit to create a new D _The new user will be created with the default password.
Name Mark A Benefits EmplID 00477936 eForm ID 251815

| Job Data

*Effective Date | I

Action HIR *Reason | ¥
*Position Number | Q

Business Unit:
Department:

Location Code:

*Empl Class | v

*Vision Offered '’ Yes '’ No

Submit
Complete all Fields with an

Asterisk

Close

114
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Hire eForm Step 2 “Effective Date and
Reason Code”

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default password.

Name Mark A Benefits EmplID 00477936 eForm ID 251815

*Effective Date (07/20/2016 |5
Action HIR I ¥
X-Benefits Employee Hire

* iti [*V
Position Number ! Q X-Benefits Higher Educ Empl
X-Benefits Offline Hire

Business Unit:

Department:

Location Code:
*Empl Class | x

*Vision Offered 'Yes "No

Submit

Close

Effective Date — This is the hire date and not the date the benefits

to their benefits beginning.

began. If you have a probation period, you can hire your employee in
when they are hired and enter them in with first day of the month prior

e ey



Hire eForm Step 2 “Position Number”

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default password.

Name Mark A Benefits EmplID 00477938 eFormID 251815
Job Data
*Effective Date 071202016 |[5)
Notice —> action HIR *Reason | X-Benefits Employee Hire v
o Business Unit, Department
Business Unit: LETEA Loc Education Active Teacher . .
and Location Code will
Department: 9051000000 Carroll County Bd Ed ..
_ populate based on position
Location Code: NP0OD9 Carroll County
e number entered
*EmplClass | Y|

*Vision Offered '’ Yes ‘' No

Submit

Close

TN

b
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Hire eForm Step 2 “Empl Class/Dental”

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submitto create a new User ID. The new user will be created with the default password.

Name Mark A Benefits EmplID 00477938

Job Data

*Effective Date 0772012016 |5

Action HIR *Reason
*Position Number @EOO?QEl Q
Business Unit: LETEA Loc Education Active Teacher
Department: 9051000000 Carroll County Bd Ed
Location Code: NP009 Carroll County
*Vision Offered| TEA ) No
TEN J

| X-Benefits Employee Hire

eFormID 251815

Submit

Close

Select Empl Class/Dental

It is very important to chose the correct options, as it .
populates the benefit options available to employees.




TN
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Hire eForm Step 2 “Vision”

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill cutthe fields below and hit Submitto create a new User ID. The new user will be created with the default password.

Name Mark A Benefits EmplID 00477936 eFormID 251815
Job Data
*Effective Date 07202016 |[5
Action HIR *Reason | X-Benefits Employee Hire v
*Position Number log000199 |Q
Business Unit: LETEA Loc Education Active Teacher
Department: 9051000000 Carroll County Bd Ed
Location Code: NP009 Carroll County Click Submit
*EmplClass | TEA v |
Submit
Close

Enter Empl Class/Dental

It is very important to chose the correct options, as it
populates the benefit options available to employees.
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Hire eForm Step 2 “Message”

Create a Hire eForm

Step 2 of 3: Enter Hire

Job Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default password.

Name Mark A Benefits

EmplID 00477938

eFormID 251815

Job Data

*Effective Date !0712012016 EX] Message
Action HIR *Reason | X-Ben
Submit this form? (24642,112)
*Position Number 99000199 |Q
The form will be directed to the next approver, if any.
Business Unit: LETEA Loc Education Acn( - ~
es [ | 0 ‘
Department: 9051000000 Carroll County BS ‘ - 1
Location Code: NP009 Carroll County
*Empl Class ]TEA v |
*Vision Offered @ ves ) No
. Submit |

)
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Hire eForm Step 3 “Authorized”

Create a Hire eForm

Step 3 of 3: Form Finalized

Qongratulations. you've doneD

Empl ID 00477936 Empl Rcd 0 eFormID 251815

v Form Status

You have just AUTHORIZED this form.

No approvals required
Processing is complete. The system has been updated.

Click the button below to enroll the employee in benefits.

| Enroll in Benefits |

Go To Worklist
View This Form
Close This Form

120



Hire eForm Step 3 “Possible Messages”

Processing is complete. The system has been updated.

Click the button below to enroll the employee in benefits.

An Error was encounterd! Your form has
entered an In Error Status. This is most likely
caused by a problem updating the main <€
Peoplesoft tables with data from this form. You
should contact a system administrator.

Form processing is currently paused. A system
administrator has temporarily paused
processing for this type of form. Once un-
paused, your form should complete processing <€
normally.

You will need to come back later to check the
status of your form.

If you wish to continue to enroll the employees benefits,

you must have received the message showing “Processing is Complete”
and have the “Enroll in Benefits” button. 121
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Hire eForm Step 3 “Authorized”

Create a Hire eForm

Step 3 of 3: Form Finalized

Congratulations, you've done it!

Empl ID 00477936 Empl Rcd 0 eFormID 251815

You have just AUTHORIZED this form.
No approvals required
Processing is complete. The system has been updated.

Click the button below to enroll the employee in benefits.

@roii in Benefits D

Go To Worklist
View This Form
Close This Form

You have the option to let the employee enter their own benefits in
Edison using the ESS options.

b
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Benefit Add Lookup Search

Benefits Add Lookup Search

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

begins with v ||00477936 Q
Empl Record:| = v 0

EventDate: |= v | Bl
; = s
Search Clear Basic Search & Save Search Criteria
Click Search

The Employee ID/Edison number automatically populates

: ik
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Benefit eForm Step 1

Create a Benefits eForm

Step 1 of 4: Dependent Enroliment
Enroll the employee's dependents.
v Employee

Name Mark Benefits eFormID 251818
EmplID 00477936 EmplRecord 0O

Employee has no entered dependents
Add Dependent

<< Previous Next ==

=< Search | Close

Click on Add Dependent button if they need to be added,
if not click the next button.
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Benefit eForm Step 1 “Adding Dependents”

Step 1 of 4: Dependent Enroliment

Enroll the employee’s dependents.

Name Mark Benefits eForm ID 251818
EmplID 00477936 Empl Record 0
Notice | > Verification Needed ¥ New Entry =1
*First | Middie | *Last |
*Relationship | v | *SSN|
*Date of Birth | |51 *Gender | v|
Notice ey || Same Address as Employee
*Address 1|
Address 2 |
*City | *state|  |Q *Zip|
E *County | Q
Notice 3 [ same Phone as Employee

*Telephone |

Add Dependent

|-—=<Previous { | Next ==

= <<Search7:[ I' ~ Cilose

Complete all Fields with an  =<Search
— Asterisk e




TN

—_— “Add Dependent” button

Benefit eForm Step 1 “Adding Dependents’

Step 1 of 4: Dependent Enroliment

Enroll the employee’s dependents.

A ——

Name Mark Benefits eForm ID 251818
EmplID 00477936 Empl Record 0
\erification Needed ¥ New Entry (=1
*First [Mary Middie | *Last |[Benefits
"Relationship[ Spouse v | *SSN478-52-1963

*Date of Birth 104/1 0/1979 |[53

¥/ Same Address as Employee

*Gender | Female

Legal Guardian

Natural Child
Address 1 3722 Trenton Rd
Spouse
Address 2 Step Child
City Clarksville State TN Zip 37040
County Montgomery

#] same Phone as Employee
Telephone 615/770-3833

Add Dependent
[ <<Previous. | [ Next>> |

[ =<Search | |- Close i

For additional dependents click the
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2 §tep 1 of 4: Dependent Enroliment

Notice Enrcll the employee’s dependents.

- Employee

Name Mark Benefits eForm ID 251818
EmpllD 00477936 Empl Record o

Mary Benefits

Verification Needead + New Entry =
*First [Mary Middie | *Last [Benefits
*Relationship | Spouse - | *SSN[478-52-1953
| ~ Details
*Date of Birth [04/10/1979 [5] “Gender | Female v |
¥ Same Address as Employee
Address 1 3722 Trenton Rd Legal Guardian
Address 2 Natural Child
City Clarksville State TN Zip 37040 Spouse
County Montgomery Step Child
| same Phone as Employee
Telephone ©6715/770-3833

Jamie Benefits

Verification Needed '~ New Entry =
*First Jamie | middie | / *Last [Benefits
*Relationship | Natural Child > | *SSN[879-456213
~ Details
*Date of Birth [04/01/2012 |[5§ *Gender |Female v |
¥ Same Address as Employee
Address 1 3722 Trenton Rd
Address 2
City Clarksville State TN Zip 37040
County Montgomery
Same Phone as Employee
Telephone ©15/770-3833 CIiCk Next

Add Dependent

TN

[ ==Previous | | Next == ] 127
==Search | | Close ]




Create a Benefits eForm

Notice — Step 2 of 4: Benefits Enroliment

Choose the employee’s benefits enroliment options.

- Employee

Name Mark Benefits eForm ID 251818

Empl D 00477936 Empl Record o

) waive Coverage Coverage Begin Date 08/01/20186

| Enron Al |

| Enroll Name Relationship
\ 1| 5 Mary Benefits Spouse

| 2|3 Jamie Benefits Natural Child
L

v]

:"Coverage Requested l

) waive Coverage Coverage Begin Date 08/01/2015

| Enroll Al |

| Enroll Name Reilationship
| 1l & Mary Benefits Spouse

‘ 2i 3 Jamie Benefits Natural Child

>

{ *Coverage Requested |

Vision I
] waive Coverage Coverage Begin Date 08/01/2016
| Enroli All | ) - .
[ |Eamo s Resath The Hold button is to be used
1| Mary Benefits Spou
o e vl When you are unable to complete

Step 2 or Step 3

|*Coverage Requested ! ]

TN Select who is to be covered and :

| <<Previous |
—m— 128

the coverage requested. . Hod |




Create a Benefits eForm

Step 2 of 4: Benefits Enroliment

Choose the employee’s benefits enrocliment options.

eForm ID 251818

Notice

Name Mark Benefits

EmplID 00477935 Empl Record 8]
e Notice
) waive Coverage Coverage Begin Date 08/07/2015
| Clear Al | -
S . At HealthSavings INS BCBS West : Family
T Mary Boaells | SIS0 HealthSavings INS Cigna West :; Family
2 = Jamie Benefits Natural Child PPO Limited BCBS West :: Family
PPO Limited Cigna West . Family
'~Coverage Requested | HealthSavings INS BCBS West - Family v € ggzgz:z::g Egg (83?922 ]'xgzii EZQ;:V
z y
Standard PPO BCBS West :: Family

Standard PPO Cigna West :; Family

|

) waive Coverage Coverage Begin Date 08/01/2016
‘ Enroll All | \ .
| Notice

Enroll Name Relationship
1 I Mary Benefits Spouse
2 = Jamie Benefits Natural Child 1

*Coverage Requested | Dental Preferred Provider :: Employee pius Spouse v |

|ion

/ ¥ Waive Coverage

Notice e

Dental Preferred Provider :: Employee plus Spouse

Pre-Paid :: Employee plus Spouse

Click Next

L Remember this employee hire effect date was 07/20/2016

]



Benefit eForm Step 3 “Adding Attachment”

Notice

TN

Create a Benefits eForm

Step 3 of 4: Submit Benefits Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.

eFormID 251818

Name  Mark Benefits

EmplID 00477935 Empl Record

0

. AddFile Atachment | €

Message Text

@ A Attachments for Spouse
— Relationship Type

Attachments for
ﬁ Natural/Adopted Child
Relationship Type

Click Add File Attachment

Description

There is a new Spouse dependent who will need
verification. Please attach both a marriage certificate and
proof of joint ownership to this form before acknowledging
this message and continuing.

There is at least one Natural Child dependent who will need
verification. Please attach their birth certificate to this form
before acknowledging this message and continuing. If there
an Adopted Child dependent who will need verification,
please attach court documents or adoption papers to this
form before acknowledging this message and continuing.

Your Comment:

b

<<Previous | Submit

QSpell Check Your Comment (Alt+5)
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Benefit eForm Step 3 “Attachment Added”

Create a Benefits eForm

§tep 3 of 4: Submit Benefits Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.
Name  Mark Benefits eForm ID 251821
EmplID 00477936 Empl Record 0

File Attachments

| Upload View Description ‘DocID i |

’ 1 [-Upioad—| i:_View. | [Enroliment 1 v | 213{(}&)?570012016-08—09- =3 Bﬁt'fge} |

< e
| Add File Attachment | Birth Certificate

Court Document/Adoption Paper

Enroliment Change Application
Message Text Description Legal Guardianship Document

There is a new Spouse dependent who will need Marriage Certificate

@ ﬂ Attachments for Spouse verification. Please attach both a marriage certificate and Proof of Joint Ownership

= Relationship Type proof of joint ownership to this form before acknowledging
this message and continuing.

There is at least one Natural Child dependent who will need
verification. Please attach their birth certificate to this form
before acknowledging this message and continuing. If there
an Adopted Child dependent who will need verification,
please attach court documents or adoption papers to this
form before acknowledging this message and continuing.

]

Your Comment: | ==<Previous |

1 A Attachments for
Natural/Adopted Child
Relationship Type

Submit
Hold

A

ls_Spell Check Your Comment (Alt'+57); i




Benefit eForm Step 3 “Acknowledge Attachment”

Create a Benefits eForm

Step 3 of 4: Submit Benefits Data

Fill out the fields below and hit Submit toc create a new User ID. The new user will be created with the default

password.
Name Mark Benefits eForm ID 251821
EmplID 00477936 Empl Record o
File Attachments
Upload View Description Doc ID |
1) [Cupicad.| ([omew.]| |[Enrolimentiv] |fgiQ4Lr0012016-08-09- 2B BRes
— . ~ . _— 3 4 e s - = P ~
2| [srUpload | | view | [ Mmarriage C¢ « | 2"5’_‘:35‘2'270012016 08-09- |[[3~ Eﬁt'fg%
= T = S — [ _08-09- [ &
3| [Lupicag..] |[moMews.] |[Bithcertincv] (JgikD97r0012016-08:09- g  Paes
| Add File Attachment |
Form Messages
Message Text Description |
There is a new Spouse dependent
who will need verification. Please |
(= m Attachments for Spouse attach both a marriage certificate and [L-Additional Informati|
Relationship Type proof of joint ownership to this form =1 !

before acknowledging this message
K and continuing.
Notice There is at least one Natural Child
dependent who will need verification.
Please attach their birth certificate to
A CRInenIS Ior this form before acknowledging this

— < message and continuing. Ifthere an Additional Informati
< 3273&%'3’2?1?"'?" g Adopted Child dependent who will LA
DAYPE need verification, please attach court
documents or adoption papers to this Q O
form before acknowledging this CI |Ck Su bm it
message and continuing.

Your Comment: L,,ff Previous \ .~ Submit |
.~ Hold
4

TN [+2Spell Check Your Comment (Alt+5) =



Benefit eForm Step 3 “Submit Message”

Create a Benefits eForm

Step 3 of 4: Submit Benefits Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.
Name Mark Benefits eForm ID 251821
EmpliD 00477936 Empl Record o
File Attachments
‘ Upload View Description Doc 1D
5 P = “Enroiiment s ¥ | ;.gk:gixsmm 2016-06-09- |[Gb Deiete
» fas 3 Ty
2 Upioad | View | Marriage C¢ v | :‘;&:331270012016'08 09 e Lowess
\ - | 1Ickk04170012016-08-09- o Delete
3 Upioad | View | L Birth Certific v 19 50.36 = (Aite)

| Add File Attachment

DRescription

Message
There is a new S

who will need ve
[~ m Attachments for Spouse attach both a ma
) Relationship Type proof of joint ow

Submit this form? (24642,112)

and continuing.

There is atleast ¢

‘A?::;":{.!;:’:.":. The form will be directed to the next approver, if any.

this form before

Attachments for
2 Natural/Adopted Chiid Heiosoraos fard B0k
ReasoninipIvis need verification No
documents or ad
form before ackng
message and continuing. I
Comments
<<Previous ~ Submit

Your Comment:

/’.

,:Spell Check Your Comment (Alt+5)

TN
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Benefit eForm Step 4 “Finalized”

Create a Benefits eForm

Step 4 of 4: Form Finalized

Congratulations, you've done itl
v Employee
Name Mark Benefits eFormID 251821

EmplID 00477936 EmplRecord 0O

w Form Status

You have just SUBMITTED this form.

BASC WF

~ G_FORM_ID=251821, EOAWTHREAD_ID=29991
BASC Approvals
' Pending
Multiple Approvers
E‘ﬂPenc TN Ben Admin Service Center

Go To Worklist
View This Form
Return

Close This Form

If there are attachments it will always go to a Pending Status.
If no attachments, it will go to a Complete status.
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eForm Rehire and Transfers

Favorites ¥ Main Menu v > HCM ¥ > Benefits¥ » HireeForm

TN Tennessee

_ State Government

Hire eForm

#£%  AddaHire form
Use this link to start a Hire eForm for an NP employee.

View a Hire form
m Use this link to View an existing form - you will only see forms that you have
department security access for.

Choose Add Hire form

ey



Personnel Search Action Form with Employee ID

NP Person Search

Electronic Personnel Action Form

Search for a person. Ifthey do not exist in the system, you will get the opportunity to add them after the

search.

EmployeeID  |00477934
Or

Social Security #

Clear Search
Rehire or Transfer

Enter Employee ID/Edison Number or Social Security Number (SSN)
Click Search

TN
136
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Personnel Search Action Form with Results

NP Person Search

Electronic Personnel Action Form

Search for a person. Ifthey do not exist in the system, you will get the opportunity to add them after the

search.

v Search Fields

Employee ID (00477934 |
Or

Social Security #|

Clear | | Search
Click the ID Number
Active Job Inactive Job  *blank = No NP Job Record | | Add New Person |
Find| Bl (=10f1
Empl
Empl 1D Record Job Name
00477934 0 Joe Benefits

The Green Check means employee is still active in Edison. “You still enter them in system”

The Yellow Check means employee is inactive in Edison.

=Sy




TN

Rehire or Transfer eForm Step 1

Create a Hire eForm

Step 1 of 3: Enter Hire Personal Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.
eFormID 251826

Personal Information

SSN XXXXX9369 EmplID 00477934

*First Name |Joe

Middle Name |D

*Last Name |Benefits

*Date of Birth |04/01/1979 [5) *Gender Male -

*Marital Status Married -

Home Address and Phone

*Address Line 1 ﬁ23 Main Street

Address Line 2|

*City [Clarksville *State [TN Q  *ZIP[37042
*Telephone |615/770-3833 .
. —— e Click Save & Next

*Email [anywhere@tn.gov

=< Previous Save & Next >>“'i
== Search Close V

Update any information that needs to be updated.
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Rehire or Transfer eForm Step 2

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill cutthe fields below and hit Submit to create a new User ID. The new user will be created with the default

password.

Name Joe D Benefits

EmplID 00477934

eForm ID 251826

*Effective Date Bl

Action REH *Reason

*Position Number Q

Business Unit:
Department:

Location Code:

*Empl Class v

*Vision Offered © Yes @ No

Complete all Fields with an
Asterisk

Submit

Close

([t



Rehire or Transfer eForm Step 2

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.
Name Joe D Benefits EmplID 00477934 eForm ID 251826
 Job Data
*Effective Date 10/01/2016 B
Notice —— | Action REH *Reason X-Benefits Higher Educ Rehire € X-Benefits Employee Rehire
X-Benefits Higher Educ Rehire
*Position Number 99000015 Q_  *Comp Rate | 0.000000
Business Unit: HETBR Tennessee Board of Regents
Department: 9000200000 Austin P StUn Notice
Location Code: NP063 Montgomery County
*Empl Class -

*Vision Offered @ Yes @ No

Submit
Close
All TBR, STOLA, and ASD agency are required to enter the o

employees annual Comp Rate




Rehire or Transfer eForm Step 2 “Complete”

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.
Name Joe D Benefits EmplID 00477934 eFormID 251826
JobData
*Effective Date 10/01/2016 Bl
Action REH *Reason X-Benefits Higher Educ Rehire v
*Position Number  [99000015 |Q  *Comp Rate | 27 500.00 € Notice
Business Unit: HETBR Tennessee Board of Regents
Department: 9000200000 Austin P StUn
Location Code: NP0G63 Montgomery County

*EmpiClass TBR »

*Vision Offered @ Yes @ No

Click Submit > | submi

Close
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Rehire or Transfer eForm Step 2 “Message”

TN

b

Create a Hire eForm

Step 2 of 3: Enter Hire Job Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default

password.

Name Joe D Benefits

EmplID 00477934 efForm ID 251826

.Job Data Message

*Effective Date

Action

Business Unit:
Department:
Location Code:

*EmpiClass TBR v

*Vision Offered @ Yes

10/01/2016 [

REH

*Position Number 99000015 |Q

HETBR
9000200000
NP063

© No

Submit this form? (24642 112)

*Reason X-Ben|

*Comp Rate | |
dTw [ wD
Tennessee Board |

The form will be directed to the next approver, if any.

Austin P StUn

Montgomery County

 Submit
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Rehire or Transfer eForm Step 3 “Finalized”

Create a Hire eForm

Step 3 of 3: Form Finalized

@gratulations. you've d@

EmplID 00477934 Empl Rcd 0 eFormID 251826

You have just AUTHORIZED this form.

No approvals required
Processing is complete. The system has been updated.

Click the button below to enroll the employee in benefits.

[ Enroll in Benefits ]

Go To Worklist
View This Form
Close This Form

TN
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Benefit Add Lookup Search

Benefits Add Lookup Search

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID: begins with « |00477934
Empl Record: = v
Event Date: = v

Search Clear Basic Search

Click Search

b

1)

& save Search Criteria
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Benefit eForm Step 1

Create a Benefits eForm

Notice there is no “Verification Needed”

Step 1 of 4: Dependent Enroliment

Enroll the employee’s dependents.

Name  Joe Benefits eFormID 251829

EmplID 00477934 Empl Record 0

["] update this Dependent
Relationship Spouse SSN 896757524

Add Dependent

| =<=<Previous | | Next ==

<<Search  Close

Check inside the block “Update this Dependent” to update information.
Click on Add Dependent button if you need to add additional dependents.
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Benefit eForm Step 1 “Updating’

Create a Benefits eForm

Step 1 of 4: Dependent Enrollment

Enroll the employee’s dependents.

- Employee
Name Joe Benefits eForm ID 251829
EmplID 004779324 Empl Record 0

Suepenems

Update this Dependent

~First [Sue Middle | *Last |[Benefits
*Relationship Spouse - ~SSN [896757524
| ~ Details

~Date of Birth |04/05/1979 |[5] ~Gender Female =

Same Address as Employee

Address 1 123 Main Street

Address 2

City Clarksville State TN Zip 37042

County Montgomery

[ same Phone as Employee Click next and complete as

Telephone 615/770-3833

you would in a new hire situation.

Add Dependent

== Previous | | Next ==

== Search | | Close

Update any information that needs to be updated. o




Additional Hire eForm Comments

Hire eForm

{/":‘7 Add a Hire form
b Use this link to start a Hire eForm for an NP employee.

% Use this link to View an existing form - you will only see forms that you have
department security access for.

Any changes for a submitted submit Hire eForm will require a Corrections & Clarification
Form and or Enrollment Change Application.

To check the status of a Hire eForm click the “ View a Hire form” button.

You will receive emails from Edison updating you on the status of the Hire eForm.
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Additional Benefit eForm Comments

Benefit eForm

>
>

> &

Create a Benefit Enrollment eForm

Use this link to start a Benefit Enroliment eForm.

Evaluate a Benefit Enrollment eForm

Use this link to approve, deny, or recycle a form that has been routed to you for
evaluation.

Update a Benefit Enrollment eForm

Use this link to adjust-and-resubmit or withdraw a form that you initiated before it gets
through final approval.

View 3 Benefit Enrollment eForm

Use this link to View an existing form - you will only see forms that you have
department security access for.

To create a Benefit eForm click the “Create a Benefits Enrolilment eForm” button.

If you placed a Benefits eForm on Hold click the “Update a Benefit Enrolilment eForm” button.

To check the status of a Benefit eForm click the “ View a Benefit Enrollment eForm” button.

You will receive emails from Edison updating you on the status of the Benefits eForm.
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Additional Notes

Please only submit one Benefit eForm per employee. Entering multiple forms for the
same employee, causes the forms to error.

If a form is entered, but not yet approved, it can be changed under the update option.

Once the Benefit eForm is submitted and approved, any changes will have to be made
by an enrollment change application even if they are still within their eligibility period.

If there is a newborn without a SSN yet that needs to be added, you will need to enter
it as 999999999. This only applies during the Benefits eForm process.

N
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Questions
on
Hire eForm
or
Benefits eForm
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Terminating an Employee

This procedure allows you to
terminate an employee in Edison
for any reason
Including resignation, involuntary
termination, death, and retirement.

‘* This applies to Non Payroll Agencies. ’

PARTNERS
FOR HEALTH =




Non-Payroll Job Data

(Terminating an Employee)

Benefits WorkCenter Q@ «  Benefits Workcenter

Benefits WorkCenter T O

Welcome to the Benefits WorkCenter!

Non-Pavroli 2 This WorkCenter has one "Task Panel" and one "Work Area". The "Task Pane/" to left contains links

Emp vy:.c Fronie Fage assigned to this WorkCenter page. AS you click the various links, the "Work Area” where this message is
Benefits Document Upload being displayed will change.

Update Dependent/Beneficiary
Health Benefits

[ Workforce Administration
Modify a Person
Search by National ID

(*1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Details

Click the “Non-Payroll Job Data” button

PARTNERS
FOR HEALTH i




Non-Payroll Job Data

(Terminating an Employee)

Benefits WorkCenter L «

Benefits WorkCenter S v Non-Payroll Job Data

@ Benefits Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
Non-Payroll New Hire

Non-Payroll Job Data Find an Existing Value

Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

1 Workforce Administration Search by: [Empl ID v]beg;ns '

Modify a Person
Search by National ID

Search Criteria

1 Benefits Billing

Enroll in Billing Search | Advanced Search

Review Adjustment Summary

Review Employee Balances ’ A

oy e s \ Enter tfle employee’s Edison ID
Review Payment/Details And click the “Search” button.

PARTNERS
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Benefits WorkCenter

Benefits WorkCenter

1 Benefits Administration

Non-Payroll New Hire
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Hesalth Benefits

Workforce Administration
Modify a Person
Search by National ID

1 Benefits Billing

Enroll in Billing

Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Details

Q

O 9«

Non-Payroll Job Data Change

Joe Benefits

Job Information

*Effective Date:

*Action:

*Position Number:

EMP ID:

00470701 Empl Record: 0

04/25/2016 |[31

99001047 |@,

Regulatory Region: USA For Job Information “Effective
Company: NP Date”, enter the date of termination
Business Unit: LGGA2 or the last day of the month prior to
e P the benefits ending date.
Location Code: NPO023

*Empl Class: GA2 v

*Vision Offered @ Yes ONo

*Comp Rate: 50000.000000
Job History Personalize | Find | View All | l@l @ First ‘4’ 10of1 ' Last

Effective Date EFFSEQ Action Reason
1 03/01/2016 0 Hire NonPayEmpl

NOTE: Benefits are always terminated at the end of the month.

PARTNERS
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Benefits WorkCenter 0 «| : o :
| Non-Payroll Job Data Change |
Benefits WorkCenter T ov

[ Benefits Administration Joe Benefits EMP ID: 00470701 Empl Record: 1]

Non-Payroll New Hire -
Non-Payroll Job Dats Job Information

Employee Profile Page ]
Benefits Document Upload Look Up Action
Update Dependent/Beneficiary
Health Benefits

[ Workforce Administration

Modify a Person P Sost 3 "

Search by National ID Action: TER @ Look Up Cancel | Advanced Lookup
[C1 Benefits Billing

Enroll in Billing *Position Number:

Review Adjustment Summary

Review Employee Balances

Reguest Hold/Alternate Address

*Effective Date: 0413012016 |5 Search by: Action begins with

Search Results
View 100 First ‘&' 1s80f6 ‘%' Last

Regulatory Region: USA Action

Review Payment/Details BDC
- Company: NP DTA
Click on the spy glasg to .retrieve Business Unit: | a0 EEH
the code for Termination. > Ter
: N o =
Select the correct action for this SRR L XFR
job data change - “TER” Location Code:  NP028
" J
*Empl Class: GAZ2 v

“fision Offered @ Yes O No

*Comp Rate: WOOO.UOWOOE

Job History Personalize | Find | View All | @[ @ First ‘4/ 10f1 ‘®/ Last
Effective Date EFFSEQ Action Reason
1 03/01/2016 0 Hire NonPayEmpl

PARTNERS
FOR HEALTH

155



Benefits WorkCenter
Benefits WorkCenter

(21 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

(=1 Workforce Administration
Modify a Person
Search by National 1D

(1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Regquest Hold/Alternate Address
Review Payment/Details

Q

O «

Eo 2 4

Non-Payroll Job Data Change

Joe Benefits EMP

Job Information

Click on the spy glass to retrieve the
“Reason” code for Termination.
Select the correct “Reason” code for this job
data change
“XRS X-Benefits Emp Resignation”

*Effective Date: 041302016 [[5§ =

/

*Action: TER @, *Reason | @
= Look Up Reason
*Position Number: 99001047 @&,
Search by: [Reason Code \v |begins with
Regulatory Region: USA
Look Up Cancel | Advanced Lookup
Company: NP
; 5% Search Results
Business Unit: LGGA2
View 100 First ‘& 15085 B/ Last
Department: 9202300000 Reason Code Description
) XDE X-Benefits Employee Death

Location Code: NPO28 XHX X-Benefits Higher Ed Transfer

*Empl Class: GA2 v XIT X-Benefits Emp Involunt Ter
> XMC e S

“Vision Offered @ Yes O No < xrs X-Benefits Emp ResignatiD
*Comp Rate: 50000.000004

Job History Personalize | Find

Effective Date EFFSEQ Action
1 03/01/2016 0 Hire

e
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Benefits WorkCenter O « Non-Payroll Job Data Change
Benefits WorkCenter <
Bx Joe Benefits EMP ID: 00470701  EmplRecord: 0
1 Benefits Administration -
Non-Payroll New Hire Job Information
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload & - z 04/30/2016
Update Dependent/Beneficiary Effective Date: : @
Health Benefits
5 WO(kforce Administration *Action: T1ER @, *Reason | XRS @,
Modify a Person
Search by National ID
(1 Benefits Billing *Position Number: 99001047 @,
Enroll in Billing
Review Adjustment Summary .
Review Employee Balances Regulatory Region: USA
Request Hold/Alternate Address
Review Payment/Details Company: NP
Business Unit: LGGA2
Department: 9202800000
Location Code: NP028
*Empl Class: GA2 v
*ision Offered @®@Yes ONo
*Comp Rate: 50000.000000
Job History Personalize | Find | View All | 2] R First ‘&' 1of1 ‘*' Last
Effective Date EFFSEQ  Action Reason
1 03/01/2016 0 Hire NonPayEmpl

NOTE: If you key the termination in Edison, you do

not need to send in an enrollment change form. The

benefits will automatically terminate each night.

When finished,
click the “Submit” button.

\



Non-Payroll Job Data

(Termination)

Benefits WorkCenter £ «
Benefits WorkCenter = Non-Payroll Job Data
£ Benefits Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
Non-Payroll New Hire
Non-Payroll Job Data Find an Existing Value
Employee Profile Page
Benefits Document Upload O
Update Dependent/Beneficiary Search Criteria
Hesalth Benefits
—1 Workforce Administration Search by: [Empl ID \ |begins with 00470701

Modify a Person
Search by National ID

-1 Benefits Billing

Enroll in Biliing Search | Advanced Search Message
Review Adjustment Summary
Review Employee Balances
PIRIRIE S £ OI0 BENTENe ceESs Emplid 00470701 has been updated. (25000,999)
Review Payment/Details
OK

This pop up “Message” screen will appear
when the Termination is successful.
Click the “OK” button.

PARTNERS
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Benefits WorkCenter
Work Administration Folder

“Modify a Person”

This procedure shows you how to
update or change an employee’s Name,
Date of Birth, Marital Status, and
National ID.

* This applies to all Non Payroll Agencies. 1
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Benefits WorkCenter
Work Administration Folder

“Modify a Person”

Benefits WorkCenter
Benefits WorkCenter

1 Benefits Administration
Non-Payroli New Hire
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload

Update Dependent/Beneficiary

Health Benefits

Q2

£ «

v

Benefits Workcenter

Welcome to the Benefits WorkCenter!

This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" to left contains links

assigned to this WorkCenter page. As you click the various links, the "Work Area” where this message is
being displayed will change.

To begin the process of changing an address in

2 Benefits Billing

Enroll in Billing

Review Adjustment Summary

Review Employee Balances
Reguest Hold/ Ahcrrﬁ:»«d*.
Review Payment/ t/Details

Edison for an employee,
Click the “Modify a Person” button.

PARTNERS
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Personal Information

Benefits WorkCenter 0 «

Benefits WorkCenter T OV Personal Information

= Benefits Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
Non-Payroll New Hire
Non-Payroll Job Data Find an Existing Value Add a New Value

Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Search Criteria

Enter the employees “Edison ID.”
& Workforce Administration Empl ID: ooa7o70t - €= Then click the “Search” button.
Modify a Person ;
Sear:)h by :“atior’&l iD Name:
| Benefits Billing Lask Nasne:
Enroll in Billing Second Last Name:
Review Adjustment Summary -
Review Employee Balances Alternate Character Name:
Rec.‘uest Hc':-o;.i'.-\lterna:? Address Middle Name:
Review Payment/Details

[include History [lcase s

1)

=
Search Clear Basic Search & Save Search Criteria

PARTNERS
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Modify a Person

“Editing a Name”

This procedure shows you how to
change an employee’s Name.

PARTNERS
FOR HEALTH 1=




Benefits WorkCenter O « - . . , _ _
Biographical Details Contact Information Regional
Benefits WorkCenter T Bw
) Benefits Administration Joe Brovo Person ID: 0047070
hjon-fa;vrolf New Hire Name Find | View All @. st
Non-Payroll Job Data
Employee Profile Page . @
Benefits Document Upload Effective Date: 03/01/2016
Update Dependent/Beneficiary y .
Hesaith Benefits Format Type: English
1 Workforce Administration Display Name: Joe Brovo
Mod -1" Per - = =
SEBJI‘hE’b;i;ana D Biographic Information
3 Benefits Billing *Date of Birth: 03/01/1990 [ 26 Years 1  Months
Enroll in Billing
Review Adjustment Summary Date of Death: 2"
Review Employee Balances y A
Reguest Hold/Alternate Address Birth Country: S
Review Payment/Details Bitth Location: D Waive Data Protection
Biographical History Find | VI To Change the name of
*Effective Date: 03/01/2016 ) an employee, click the +
“Gender: | Mals v sign at the top right to
*Highest Education Level: [ A-Not Indicated v add arow to
*Marital Status: [ Married v As of the “Name” section
Language Code: [English v
Alternate ID:
] Full-Time Student
National ID Personalize | Find | View All | 22| B First (& 10f1 @ Last
*Country *National ID Type National 1D Primary 1D
USA @, [Social Security Number v| [852-96-3741 [#] [=]
) Save _4“ Return to Search [=] Notify 73 Refresh | |55 Add Update/Displa W_{gjﬁlpiclude History

NOTE: “Adding a row” means you are creating a new record that
you can make changes to and save, which then updates the record
for that employee but maintains the historical information.

PARTNERS
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Benefits WorkCenter 0 «

| | Biographical Details | Contact Information | Regional

Benefits WorkCenter T v
[ Benefits Administration Joe Brovo PersonID: 00470701 _ |
Non-Payroll New Hire " = @ =]
Non-Payroll Job Data Name Find | View Al st
Em Profile P
ke Document Uplosd *Effective Date: (0410612016 @ =
Update Dependent/Beneficiary *Format Type: |English v
i . Edit Name
() Workforce Administration | Display Name: Joe Brovo | EditName |
Seahiy ora U e _
S Housiily titing ' *Date of Birth: 030111980 |8 25 vears 1 MON
Enroll in Billing
Review Adjustment Summary Date of Death: | [
Review Employee Balances y . | }Q
Request Hold/Alternate Address Birth Country: |
Review Payment/Details |

Birth Location:

éibgrapﬁiéa-l.ﬂi-story

*Effective Date: 03/01/2016 i

*Gender: [Male V|

*Highest Education Level: | A-Not Indicated

*Marital Status: [ Married

Language Code: [English v/

Alternate ID: | |

[ Full-Time Student

: w National ID Personalize | Find | View All | @l ﬁ First ; 10f1 ; Last
*Country *National ID Type National ID Primary ID
|
[usA @, [Social Security Number v| [852-96-3741 | =]

[Flsave ||Gh Retumto Search ||[<]Notify || Refresh | |54 Add || /] Update/Display | & Include History |




Benefits WorkCenter 0 «

Benefits WorkCenter <

) Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

) Workforce Administration
Modify a Person
Search by National ID

(21 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

] Biographical Details ” Contact Information H Regional

*Effective Date:
*Format Type:
Display Name:
| Biographic Information
*Date of Birth:
Date of Death:
Birth Country:
Birth Location:
Biographical History

*Effective Date:

*Gender:

*Highest Education Level:

*Marital Status:
Language Code:
Alternate ID:

" w National ID

*Country

Person ID:

Find | View All

00470701

10f2 ‘*' Last

#H[=

First 4

First ‘4 10f1 ® Last

[#H[=

030172016 |[5)

410612016 5
| English V|
Joe Brovo
03/01/1990 B 25 Years 1 Months
I &
I ¢
’_
Find | View All
03/01/2016 e
[Male V|
[ A-Not Indicated V|
| Married v|  Asof:
| English V|
| |
(] Full-Time Student

*National ID Type

Personalize | Find | View Al | 2| E&

National ID

First ‘4’ 10f1 ‘' Last

Primary ID

USA

@, [Social Security Number

v| 852-96-3741

| %

[+ =

[Fsave || RetumtoSearch || Notify |/<3 Refresh | |5 Add || 5 UpdatelDisplay

| & Include History |




“Editing a Name”

Benefits WorkCenter O «
3 Edit Name
Benefits WorkCenter <
(5 Benefits Administration English Name Format
MNon-Payroll New Hire
Non-Payroll Job Data Prefix:
Employee Profile Page g
Benefits Document Uploac :
Benefits Document Upload First Name: Joe

Update Dependent/Beneficiary
Health Benefits

Middle Name:
(1 Workforce Administration Type the new name into the
Modify a Person Last Name: @ <€ appropriate fields

Search by National ID
-1 Benefits Billing Sufix

Enroll in Billing

5 2 Display Name: ro\
Review Adjustment Summary play Joe:BIovo
Review Employee Balances Formal Name: Joe Brovo
Request Hold/Alternate Address
Review Payment/Details Name: Brovo,Joe

Refresh Name

OK Cancel Refresh

PARTNERS
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“Editing a Name”

Benefits WorkCenter

Benefits WorkCenter

(C1 Benefits Administration
Non-Payroli New Hire
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration
Modify 3 Person
Search by National ID

(1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address
Review Payment/Details

Edit Name

English Name Format

I

Prefix:

First Name: Joe

Middle Name:

Last Name:

Suffix:

t 1

I

Display Name: Joe Brovo
Formal Name:

Name:

Refresh Name

QK Cancel Refresh

Type the new name into the
appropriate fields.
Click the “OK” button.
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Benefits WorkCenter O «

Biographical Details | Contact Information Regional
Benefits WorkCenter T nwv
[*1 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire : ; 4 )
Non-Payroll Job Data Name Find | View All First 10f1 Last
Employee Profile Page i il [=
Benefits Document Jpload Effective Date: 04/06/2016 [ [=]
Update Dependent/Beneficiary : .
Hesith Benefits Format Type: English o
= . : iew Name
1 Workforce Administration Display Name: Joe Benefits : —
Modify a Person - - .
Search by National ID Biographic Information
i) Benefjts Billing *Date of Birth: 03/01/1990 Bl % Years 4 Months
Enroll in Billing
Review Adjustment Summary Date of Death: el
Review Employee Balances . p
Request Hold/Altemate Address Birth Country: @,
Hevdom Pomenitesns, Birth Location: [l waive Data Protection
Biographical History Find | View All First ‘& 10of1 ®/ Last
*Effective Date: 03/01/2016 Bl [+ [=]
*Gender: | Male v
| lick “S " cation Level: IA-NOt Indicated VI
NOTE: A ways clic ave u'Fton [Single 9 G006 |5
after completing your changes in i |
. . A ngis v
Edison. Otherwise all your changes e e
will be lost. —
If you are only changing the employee’s
National ID name, you can click the “Save” buttonat |. ,
the bottom left and stop here.
*Country
USA 2, [Social Security Number v| [852-96-3741 v =+ [=]
T)Save | (@b Returnto Search | |[=] thify 4o Refresh s Add | Z] Update/Display || ¢ Include History

Biographical Details | Contact Information | Regional



Questions?
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Modify a Person

“Biographic Information”

This procedure shows you how to
change an employee’s Date of Birth.
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BENEFITS O « = ., :
Biographical Details Contact Information || Regional |
Benefits WorkCenter T v
"1 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire : c 4 >
Non-Payroll Job Data Name Find | View All First 1 of 1 Last
Employee Profile Page - = I
Benefits Document Upload Effective Date: 04/06/2016 B
Update Dependent/Beneficiary B A
Health Benefits Format Type: English e |
™ Workforce Administration Display Name: Joe Benefits (Lol Bkl )
Modify a Person - = Z
Search by National ID Biographic Information
. Hlamnats Blg *Date of Birth: 03/01/1990 E 26 Years 2 Months
Enroll in Billing
Review Adjustment Summary Date of Death: £
Review Employee Balances :
Request Hold/Alternate Address Birth Country: @,
Review Payment/Details Birth Location: [Iwaive Data Protection
Biographical History Find | View All First ‘&' 10f1 ‘&' Last
*Effective Date: 04/06/2016 E [l [=]
*Gender: [ Male v|
*Highest Educatio | A-Not Indicated v|
: : . loe v As of: 04/06/2016 |[31
Click the calendar icon next to the “Effective Date” I | e
hlish v
Alternate ID:
[J Full-Time Student
w National ID Personalize | Find | View All | (EIF) B First ‘&' f1of1 ‘» Last
*Country *National ID Type National ID Primary 1D
USA @, [Social Security Number V| [852-96-3741 ] ] [+ [=]
[§lSave ||[Gh Returnto Search ||[<]Notify ||<* Refresh | |4 Add FZ Update/Display || & Include History

Biographical Details | Contact Information | Regional
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BENEFITS

Benefits WorkCenter T v

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration

Modify a Person
Search by National ID

3 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address
Review Payment/Details

Biographical Details

Joe Benefits

Effective Date:

Format Type:

Display Name:
Biographic Information
*Date of Birth:

Date of Death:

Birth Country:

Birth Location:

Biographical History

Contact Information

S M T

Regional
Person ID: 00470701
Find | View All First ‘Y 10of1 ‘2 Last
D4/06/2016 [ =]
English
Joe Benefits Miew Name
03/01/1990 Bl o6 Years 2 _Months
Calendar
January [v][1990 [v]
ction

2@4 5 6 ' 10of1 “® Last

*Effective Date: “ g 9 [+ [=]
*Gender: [Male v 14 15 16 17 {8 19
*Highest Education L [A-Not indicated 21 22 23 24 2\ 26
PO PO PPy Loicnie 28 29 30 31 016 [;j
This will allow you to change the date of birth to the |~ v
correct date. - S aiee
ull-Time Studi
Example: Changing Date of Birth from 03/01/1990 > T e
ersonaiize mn ew = Irs of 1 as
to 01/03/1990.

Select the corrected date of the date of birth.

USA @, [Social Security Number

&> Return to Search =4 Add £ Update/Display = Include History

(5l save (=] Notify || ¥ Refresh

Biographical Details | Contact Information | Regional
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BENEFITS
Benefits WorkCenter

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration
Modify a Person
Search by National ID

3 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Regquest Hold/Alternate Address
Review Payment/Details

Q

L «

Biographical Details

Joe Benefits

Effective Date:
Format Type:
Display Name:

Biographic Information

*Date of Birth:

Date of Death:

Birth Country:

Birth Location:
Biographical History
*Effective Date:

*Gender:

*Highest Education Level:

*Marital Status:
Language Code:
Alternate ID:

National ID

*Country

Contact Information Regional
Person ID: 00470701
Find | View All First ‘Y 10of1 ‘' Last
D4/06/2016 [ [=]
English
Joe Benefits View Name
01/03/1990 26 Years 2 Months
(] waive Data Protection
Find | View All First ‘4 1of1 ‘®/ Last
04/06/20% 5] F[=
[Male v|

A-Not Inditated ]

Single
English

If you are only changing the employee’s
date of birth, click the “Save” button at the
bottom left.

USA @, [Social Security Number

|ah Return to Search | |[=] Notify

Personalize | Find | View All | @! @ First ‘4 10of1 ‘' Last
National ID Primary 1D
v] [852-96-3741 [#] [=]
«> Refresh 4 Add %3 Update/Dispiay i&j Include History

Biographical Details | Contact Information | Regional

NOTE: Always click “Save” button
after completing your changes in

PARTNERS

Edison. Otherwise all your changes
will be lost.
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Modify a Person

“Biographical History”

This procedure shows you how to
change an employee’s Marital Status.

PARTNERS
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Benefits WorkCenter & «

‘ | Biographical Details || ContactInformation || Regional

Benefits WorkCenter T Bv
21 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire : z ) @ ‘
Non-Payroll Job Data ‘Name Find | View All First ‘4 10of1 ‘®' Last
Employee Profile Page .
Benefits Document Upload Effective Date: 0410612016 (=]
Update Dependent/Beneficiary . )
Benefits Format Type: English o |
i ‘ ) . iew Name
[*1 Workforce Administration Display Name: Joe Benefits (Behsianith bl
Modify a Person S ——
Search by National ID ! Blogrjphnc Information
(1 Benefits Billing ' *Date of Birth: 03/01/1990 B 5 vears i Months
Enroll in Billing :
Review Adjustment Summary Date of Death: l JEK
Review Employee Balances ’ ]
Reguest Hold/Altemate Address Birth Country: l 1@
Review P i ) )
e | Birth Location: l | [Jwaive Data Protection
‘Biographical History Find | View All
*Effective Date: D3/01/2016 el
*Gender: [ Male v/
‘*Highest Education Level:  |A-Not Indicated v
*Marital Status: | Single v|  Asof: 0310172016 |[5)
Language Code: | English v|
Alternate ID:

D'Full-Time

~ w National ID

*Country *National ID Type

|UsA |@, [Social Security Number

[F)save ||[@ Returnto Search ||[=]Notify ||} Refresh | |5 Add ||/ Update/Display

Biographical Details | Contact Information | Regional

| J& Include History




Benefits WorkCenter

Benefits WorkCenter <

=1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

21 Workforce Administration
Modify a Person
Search by National ID

[*J Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

| Biographical Details | Contact Information | Regional

Joe Benefits Person ID: 00470701
Name Find [ ViewAl  First 4 10f1 @ Last
Effective Date: 04/06/2016 (=]
Format Type: English
Display Name: Joe Benefits | View Name |
éiographic Information '
*Date of Birth: 03/01/1990 B 25 Years 1 Months
Date of Death: \ lEﬂ
Birth Country: \ @,
Birth Location: \
! Biographical History
*Effective Date: Cuosnote [
R
*Gender Male iV Calendar x|
| A-Not Indicated April 2016 [v]
| Single SMTWTF S 016 |5
Language Code: | English v 1. 43
Alternate ID: | 3 4 & Lk
Full.Time Studd 10 11 12‘ 13 14 15 16
——— 17 18 [19/ 20 21 22 23
24 25 26 27 28 29 30
& 10f1 @ Last
B ) ID
‘4’ Current Date '} |
mber E‘

™

Notify ||<% Refresh | |Ey Add ||/ Update/Display | Include History |

| Regional



Benefits WorkCenter «

‘ 'éirographii:ai'béta'irlrs Qoniaci iﬁforméﬂon Eegiona'lr
Benefits WorkCenter c #uwv
(1 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire ; ; 4 13
Non-Payroll Job Data Name Find | View All First 10f2 Last
Employee Profile Page R i . ATy =
Benefits Document Upload Effective Date: G0 @ l_] \_]
Update Dependent/Beneficiary * . English v
Health Benefits Format Type. l I ’m
(=1 Workforce Administration Display Name: Joe Benefits L 1
Modify a Person = 3 =
Search by National ID Biographic Information
[C1 Benefits Billing *Date of Birth: {03/01/1990 [31) 26 Years 1 Months
Enroll in Billing -
Review Adjustment Summary Date of Death: @
Review Employee Balances % J =
Request Hold/Alternate Address Birth Country: @
Review Payment/Details Birth Location: [l waive Data Protection
Biographical History Find | View All First ‘& 10of2 '» Last
*Effective Date: 04/06/2016 I F =
*Gender: [ Male v/

*Highest Education Level:

[A-Not Indicated

VI

*Marital Status: Single

03/01/2016 |5

) As of:

Language Code: [English

v

Alternate ID:

*National ID Type

(] Full-Time Student

@, [Social Security Number

Personalize | Find | View All | 2| L First ‘4 10of1 '‘»' Last
National ID Primary ID
v| [852-96-3741 ] [#] [=]

||@> Return to Search | |[=] Notify

=
“=l

|| Refresh | |Gk Add | Update/Display || s Include History

Change the “Marital Status” field to “Married”

PARTNERS
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Benefits WorkCenter

Benefits WorkCenter

(21 Benefits Administration
Nen-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

2 Workforce Administration
Modify a Person
Search by National ID

[21 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Details

. | Biographical Details | Contact Information | Regional

$v

Joe Benefits PersonID: 00470701
Name Find [ViewAl  First & 1of1 & Last
Effective Date: 04/06/2016 (=]
Format Type: English
Display Name: Joe Benefits | View Name |
B'iogArapl'lié Information
*Date of Birth: 1-5*3161@3—}@ 26 Years 1 Months
Date of Death: Iﬁ@
Birth Country: , @,
Birth Location: I | [Jwaive Data Protection
‘Biographical History Find | ViewAl  First ‘¥ 1of2 ' Last
*Effective Date: 04062016 |5 (=]
*Gender: Male v
“*Highest Education Level:  |A-Not Indicated v|
*Marital Status: | Married v/ @ [bwm |
Language Code: English v —| Calendar
Alternate ID: ]

(] Full-Time Student

o
o
o

- w National ID Personalize | Find | View All | @l l First (4
“Country *National ID Type National ID Primary 1D
|USA 1@, [Social Securityumber v| [852-96-3741 ] v

) UpdateDisplay || 4

S MTWTF S
1 2

3456789
10 11 12 13 14 15 16
17 18 19/ 20 21 22 23
24 25 26 27 28 29 30

(4) Current Date (»)




Benefits WorkCenter

Benefits WorkCenter

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

21 Workforce Administration

Modify a Person
Search by National ID

[*1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Altemate Address
Review Payment/Details

\ Biographical Details H Contact Information ” Regional

Joe Benefits Person ID: 00470701
Name Find |ViewAl  First & 1of1 ) Last
Effective Date: 04/06/2016 =
Format Type: English
Display Name: Joe Benefits | View Name |
]_ B_iog_rgpﬁic Information '
*Date of Birth: 103/01/1990 Bl 26 Years 1 Months
Date of Death: | ]Eﬂ
Birth Country: | @,
Birth Location: | | [waive Data Protection
‘Biographical History Find | ViewAll  First & 102  Last |
*Effective Date: 04/06/2016 [ &
*Gender: | Male v|
| A-Not Indicated v
[ Married v|  Asof: 0410672016 |}
| English v|
|
L] Full-Time

w National ID

*Country ID Type

Personalize | Find | View All | | &=

National ID

First ‘&' 10f1 ' Last

Primary ID

|UsA [Social Security Number

v| [852-96-3741

| [ =]

((Zisave ) G Retum to Search | [ Notity | |3 Refresh | (b Add || /] UpdatelDisplay |

& Include History |

Biographical Details | Contact Information | Regional
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Modify a Person

“Changing a Address”

This procedure shows you how to
update an employee’s Address.

PARTNERS
FOR HEALTH =




Benefits WorkCenter D «

Benefits WorkCenter

"1 Benefits Administration
Non-Payroll New Hire
Non-Payrofl Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Q

Dw

) Workforce Administration

Modify a Person
Search by National ID

1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address
Review Payment/Details

Joe Benefits

Effective Date:
Format Type:
Display Name:

Biographic Information

[ Biographical Details ‘; Contact Informatio Regional

Person ID: 00470707

P Last

[+ [=]

Find | View All First ‘Y 10f1

02/19/2016

English
et — -
Joe Benefits | View Name

Click the “Contact Information”

*Date of Birth: 04101/1979 B 37 ve button.
Date of Death: ' I
Birth Country: @
Birth Location: [_lwaive Data Protection
Biographical History Find | View All First ‘& 1of1 ‘&' Last
*Effective Date: 02/19/2016 JE! #H[=]
*Gender: [Male v|
*Highest Education Level: | A-Not Indicated v|
*Marital Status: | Married v|  Asof: 02/19/2016 |[5]
Language Code: | English v
Alternate 1D: ' f
(] Full-Time Student
w National ID Personalize | Find | View All | (IR First ' 10f1 (® Last
*Country *National ID Type National ID Primary ID
lUSA 1@, [Social Security Number v] [123-456938 : ™ [#] [=]

\[Fsave ||[@" Return to Search

|| =]Notify ||£% Refresh | |[Eh Add || /& Update/Display || & Include History
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Benefits WorkCenter 0 «
Biographical Details || Contact Information || Regional

Benefits WorkCenter C #v
[ Benefits Administration Joe Benefits Person ID: 00470707
Non-Payroll New Hire
Non-Payroll Job Data Current Addresses Personalize | Find | View Al | El [ @ First ‘& 1oft b/ Last
Employee Profile Page
Benefits Document Upload Address Type As Of Date Status Address
Update Dependent/Beneficiary
Health Benefits
e 312 Rosa Parks Ave
L Workforce Administration Home 021912016 A Nashville, TN 37243-0001 4 =]
Modify a Person Davidson
Search by National ID
(1 Benefits Billing Phone Information Find | View All | @) B First (¢ b Last
Enroll in Biliing
Review Adjustment Summary *Phone Type Telephone Extension Preferred
Review Employee Balances
Request Hold/Alternate Address \Home V| 615/741-3590 [+ [=]
Review Payment/Details
Email Addresses Personalize | Find | View All | @ Q 1of1 &/ Last
*Email Type *Email Address Preferred
Click the “Edit/View Address Detail” button. [ ElE

Instant Message IDs (2 Personalize | Find | View Al | I@ First ‘4 1of1 '®' Last

*Network 1D *IM Protocol *IM Domain Preferred
O 4 5]
1| Save ! i Return to Search '=| Notify :“ Refresh E Add || /| Update/Display || gl Include Historyi

NOTE: If you click the + sign on this screen, it will allow you to PARTNERS

add an address to the record (such as a temporary mailing
address) but will not allow you to edit the current address. FOR HEALTH 184




“Changing a Address”

Benefits WorkCenter 0 «

Benefits WorkCenter T fv Address History

“1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data Address History Find First ‘4 10of1 “®' Last
Employee Profile Page
Benefits Document Upload

Address Type: Home

A S : Effective Date: 02/19/2016 Address: 312 Rosa Parks Ave
Update Dependent/Beneficiary : L -
Heslth Benefits Country: USA Nashville, TN 37243-0001
(£ Workforce Administration Status: A Davidson
Modify a Person
Search by National ID
oK Cancel Refresh

~1 Benefits Billing

Enrall in Billing

Review Adjustment Summary
eview Employee Balances
Request Hold/Alternate Address
Review Payment/Detsils

Click the + sign to edit the
current address

PARTNERS
FOR HEALTH 1




“Changing a Address”

Benefits WorkCenter O «
Benefits WorkCenter T Ov Address History
1 Benefits Administration
Non-Payroll New Hire Address Type: Home
Non-Payroll Job Data Address History Find First ‘4 1-20f2 '“*' Last
Employee Profile Page
Benciis Dociment pjondt. *Effective Date: ~ |04/27/2016 Address: 312 Rosa Parks Ave (*][=]
Update Dependent/Beneficiary > S N 2
Health Benefits Country: USA @ Nashville, TN 37243-0001
157 z - Davidson
\.I\forl.l:forge Administration *Status: A €3
és;l:’ri, {st-s,;:gr‘c-l iD Add Address
1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances Effective Date: 02/19/2016 Address: 312 Rosa Parks Ave [+][=]
Reguest Hold/Altemate Address ville TN 3724 1
i . " Nashville, TN 37243-0001
Review Payment/Details Country: USA ;
Davidson
Status: A
OK Cancel Refresh

Click the calendar icon next to
the “Effective Date” field

PARTNERS
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“Changing a Address”

Benefits WorkCenter 0 «
Address History

Benefits WorkCenter 5 4w
1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data Address History Find First ‘4’ 1-20f2 “*' Last
Employee Profile Page

Address Type: Home

Heged -osumant Ppond *Effective Date:  04/27/2016 i1 aAddress: 312 Rosa Parks Aue [#] [=]
Update Dependent/Beneficiary Calend }
Health Benefits Country: USA alenaar . {

Modify a Person
Search by National ID

Workforce Administration *Status: A April <1 /2016 LJ
Add Address S M T W T F S

| Benefits Billing z .

Em'gll in E?fing 3 4 5 6 7 8 9

Review Adjustment Summary e e 32

Review Employee Balances Effective Date: /19/2016 10 11 12 13 14 15 16 _'t'J :J

Request Hold/Alternate Address USA 17 18 19 20 21 22 23 1

eview Payment/Detsils ’
oo FamentEcen 24 25 26 21 28 290D
A
Cancel Refrei g

Current Date '}

Select the date the change occurred.

PARTNERS
FOR HEALTH i

fThis will allow you to change the effective date to theN
day the change took place.

-\ Example: Changing from 04/27/2016 to 04/30/2016.




“Changing a Address”

Benefits WorkCenter 0 «

Benefits WorkCenter

-1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

L Workforce Administration
Modify a Person
Search by National ID

1 Benefits Billing
Enrall in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

Address Type:

Address History

Home

Address History

*Effective Date:

Country:

*Status:

Effective Date:
Country:

Status:

oK

Click the “Add Address” button.

04730/

USA
, @
Add Address

02/19/2016
USA
A

[

016

Cancel Refresh

Address:

Address:

Find First ‘&' 1-20f2

312 Rosa Parks Ave
Nashville, TN 37243-0001
Davidson

312 Rosa Parks Ave
Nashville, TN 37243-0001
Davidson

PARTNERS
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188



“Changing a Address”

Benefits WorkCenter 0 «
Benefits WorkCenter T Ov Edit Address
2 ?el1ejits Admini.st_ration Comiiiy:
Non-Payroll New Hire
enefits Document Uplos
Ezr;il:DZ?Dr:L:qu:uE::’Oe:'dIB“, Address 2:

Heslth Benefits
) Address 3:
[ Workforce Administration

Modify a Person City: Nashville State: |1 N @ Tennessee
Search by National ID
x = X 37243-0001
(=1 Benefits Billing Postal: =
Enroll in Billing . Davidson €]
Review Adjustment Summary County: ;
Review Employee Balances OK Cancel
Request Hold/Alternate Address

Review Payment/Details

Type the new address into the appropriate
fields over the old address.

PARTNERS
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“Changing a Address”

Benefits WorkCenter L «

Benefits WorkCenter T 0w Edit Address

1 Benefits Administration _
Country: United States

Non-Payroll New Hire
Non-Payroll Job Data 400 D ick
Cr]‘,p]-\"ia Profile Page Address 1: 400 Deadrick St

[ ‘.»:,'\-u ¢ e ay<

Benefits Document Upload

Update Dependent/Beneficiary Address 2:
Health Benefits

Address 3:
1 Workforce Administration

Modify a Person City: Nashville State: |IN @ Tennessee
Search by National ID
£ Benefits Billing Fosiak

Enroll in Billing
Review Adjustment Summary
Review Employee Balances 0K Cancel

County: Davidson @

Review Paymeni/Details

Type the new address into the appropriate fields.

Once you have finished entering the new address. ] PARTNERS B
Click the “OK” button. ] FOR HEALTH 10




“Changing a Address”

O « .
Bl INOIKCEIRES T NOTE: When you click OK and a Message comes
Benefits WorkCenter S o~ up. Verify the address you entered is correct and
: : IR . » 71 12
EonoREs Al stration County: — if so Click “OK” button on the message.
Ci’:p]falfao':(;:‘“l:;:"_ Addicss 4 400 Deadrick St .
Sl If you are unsure of the address, there is a Web
Update Dependent/Beneficiary ik i Link listed in the message to the postal service
HERR Henens Address 3: for you to verify the accuracy of the address.
3 Workforce Administration _
Modify a Person City: Nashville State: [N @, Tennessee
Search by National ID
) Benefits Billing Postal:
Enroll in Billing . @
Review Adjustment Summary County: ’
Review Employee Balances """""" oK. Cancel
Request Hold/Altemate Address e et

Review Payment/Details

Message

The address entered could not be validated. (26000,2)

Please check the following website to ensure the accuracy of your address: http//zip4.usps.com/zip4/welcome. jsp or contact your Human Resources
Office. If the address is accurate, then click "OK", otherwise click "Cancel" to go back and change your address.

OK Cancel

191




“Changing a Address”

Benefits WorkCenter O «
Benefits WorkCenter = Adaress History
?i?if:iﬁ?;r:.n:iiratlOn Address Type: Home
Non-Payroll Job Cste Address History Find First ‘& 1-20f2 ‘»’ Last
Employee Profile Page
Benefits Document Upload *Effective Date: 04/30/2016 |BY  Address: 400 Deadrick St (] [=]
Update Dependent/Beneficiary g £
Health Benefits Country: USA @, Nash"""!e~ TN 37243 -0001
= YVorrlfforSe Administration *Status: A @ i
Search by National D Undate/View Address
Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances Effective Date: 02/19/2016 Address: 312 Rosa Parks Ave +][=]
Request Hold/Alternate Address ] ville. TN 3 -0001
R:,‘,;.\A Da.,men,i,_jp:: res Country: USA Nashville, TN 37243-000
a B =l Davidson
Status: A
OK Can .
Check to make sure the system automatically added the
/ additional four digits to the zip code. If the system does
Click the “OK” button not recognize the address, it should give you an error,
: you can go back, and update the address.

PARTNERS
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“Changing a Address”

Benefits WorkCenter O « _ _ . ,
Biographical Details Contact Information Regional
Benefits WorkCenter T v
| Benefits Administration Joe Benefits Person ID: 00470707
Non-Payroll New Hire 2 2 S 7], R : =
Non-Payroll Current Addresses Personalize | Find | View All | 2| (& First ‘4’ 10of1 ‘2’ Last
Employee |
Benefits Document U Address Type As Of Date Status Address
Update Dependent/Beneficiary
Health Benefits
. s — - 400 Deadrick St
“1 Workforce Administration Home 04/27/2016 A Nashville, TN 37243 Editiview Address Detait (+] [=]
Modify a Person Davidson
Search by Nstional ID
Benefits Billing Phone Information Personalize | Find | View Al | 22| & First 4 1of1 () Last
Enroll in Billing
W Adjustment Summary *Phone Type Telephone Extension Preferred
[Home V]| [615/741-3590 M [ [=]
Review Payment/Details
Email Addresses Personalize | Find | View All | 2| & First ‘&' 1of1 ‘% Last
*Email Type *Email Address Preferred
A 1] LL] =
Click the “Save” button at the bottom left O # =
Instant Message IDs (2 Personalize | Find | View All | 2] E First ‘&' 10f1 ‘»/ Last
*Network 1D *IM Protocol *IM Domain Preferred
O =
,H Return to Search =] Notify 4 Refresh + Add | Include History

PARTNERS
FOR HEALTH

NOTE: Always click the “Save” button 1
after completing your changes in Edison.
Otherwise all your changes will be lost.
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Modify a Person

“Changing National ID”

This procedure shows you how to
change an employee’s National 1D/
Social Security Number.

PARTNERS
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BENEFITS 0 «
Benefits WorkCenter

Q
&
4

3 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heasalth Benefits

Workforce Administration
Modify a Person
Search by National ID

[Z1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

Biographical Details

Joe Benefits

Effective Date:

Format Type:

Display Name:
Biographic Information

*Date of Birth:
Date of Death:
Birth Country:
Birth Location:

Change a National ID / Social Security
Number of an employee,
click the + sign on the right to add a row to
the “National ID” section.

Proceed to the next section

+ National ID

*Country

Contact Information Regional
Person ID: 00470701
Find | View All First ‘& 10of1 ‘® Last
04/06/2016 [+ [=]
English 7
Joe Benefits Miew Name
03/01/1990 B 55  vears >  Months
£
@,
[l waive Data Protection
Find | View All First ‘& 10f1 & Last
04/06/2016 B ==
[ Male v|
“TMAlgt Indicated v|
[Single\ \\ v|  Asof 04/06/2016 |[5)

[English

v

L] Full-Time Student

*National ID Type

4

Personalize | Find | View All | | @ 10of1 ‘2 Last

USA

@, |[Social Security Number

|5l save

(@5 Return to Search

(=] Notify

National ID Primary ID
v| [852-96-3741 ™
£ Refresh Ey Add || F Update/Display =] Include History

Biographical Details | Contact Information | Regional

PARTNERS
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BENEFITS O «
Benefits WorkCenter

1 Benefits Administration
Non-Payroli New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Q
2
4

3 Workforce Administration
Modify a Person
Search by National ID

=1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Detsils

~ Biographical Details || Contact Information || Regional

Joe Benefits Person ID: 00470701

Name Find | View All First ‘& 10of1 ‘& Last
Effective Date: 04/06/2016 = [=
Format Type: English T

Display Name: Joe Benefits | View Name |

Biographic Information

*Date of Birth: 03/01/1990 B 26 vYears 2 Months

Date of Death: IE

Birth Country: ;O\s

Birth Location: | [Jwaive Data Protection
Biographical History Find | View All First ‘&' 10of1 ‘2 Last
*Effective Date: 104/06/2016 [5) FI[=]
*Gender: [Male v|
*Highest Education Level: | A-Not Indicated v|
Ml S [Single Enter the correct National ID / Social

Language Code: [ English v

Security Number in the empty block.

Alternate ID:

[ Funi-Time stud

w National ID Personalize | Find | View All | | @ First ‘4' 120f2 */ Last
*Country *National 1D Type National ID Primary ID
USA @, [Social Security Number v| [852-96-3741 ¥ EINE
USA @, [Social Security Number v | [+][=]
[§lsave ||[@ ReturntoSearch |[[=]Notify ||<* Refresh | |Eh Add | 43 Update/Display | &3 Include History

Biographical Details | Contact Information | Regional

PARTNERS
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BENEFITS
Benefits WorkCenter

[ Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

3 Workforce Administration
Modify a Person
Search by National ID

[Z3 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Altemnate Address
Review Payment/Details

Q

L «

Biographical Details Contact Information f‘ : Regional
Joe Benefits Person ID: 00470701
Name Find | View All First ‘4 10of1 “®' Last
Effective Date: 04/06/2016 [*[=]
Format Type: English B
Display Name: Joe Benefits | View Name |
Biographic Information
*Date of Birth: 03/01/1990 B 25 vYears 2 Months
Date of Death: IE
Birth Country: 3G§
Birth Location: [[]waive Data Protection
Biographical History Find | View All First ‘4 10of1 “®’ Last
*Effective Date: 104/06/2016 5 F =
*Gender: [Male M | .
~Highest Education Level:  [Anotinacaiea | Change the Primary ID block to the
P [Single new National ID / Social Security
Language Code: | English ~/| Num ber.
Alternate ID:
[ Full-Time Student
w National ID Personalize | Find | View Al | (2 | =2 First ‘4’ 1-2 of] b Last
*Country *National ID Type National ID Primary ID
USA @, [Social Security Number v] [852-96-3741 ﬂ O [#] [=]
USA 1@, [Social Security Number v| [852-69-1473 ® [+l [=]
\[glsave ||[@ ReturntoSearch || Notify || Refresh | |Eh Add || & Update/Display || & Include History

Biographical Details | Contact Information | Regional

PARTNERS
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BENEFITS

Benefits WorkCenter

]

| Benefits Administration

Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

—1 Workforce Administration

Modify a Person

Search by National ID
Benefits Billing

Enroll in Billing

Review Adjustment Summary
Review Employee Balances
Reguest Hold/Altemate Address
Review Payment/Details

0

Click the “Save” button.

=3 Refresh |- % Add

Biographical Details Contact Information Regional
Joe Benefits Person ID: D0470701
Name Find | View All First ‘Y 10f1 ‘®/ Last
Effective Date: 04/06/2016 (=] [=]
Format Type: English
Display Name: Joe Benefits View Name
Biographic Information
*Date of Birth: 03/01/1990 Bl 26 vYears 2 Months
Date of Death: 1
Birth Country: Q@
Birth Location: [l waive Data Protection
Biographical History Find | View All First ‘4 10of1 ‘&' Last
*Effective Date: 04/06/2016 [z +][=]
*Gender: [ Male v
*Highest Education Level: [ A-Not Indicated v
Al Statis: |Single Change the “National ID Type” to
Language Code: [English v| former SSN.
Alternate ID:
L] Full-Time Stude
National ID ersonalize | Find | View All | 2 | s First ‘&' 120f2 ‘®' Last
*Country *National ID Type National ID Primary ID
USA &_ [Former SSN ) v| ] [+] [=]
e —
USA @, [Social Security Number v| |852-69-1473 [*]'[=]

=1 Include History

\oh Return to Search (=] Notify

Biographical Details | Contact Information | Regional

NOTE: Always click “Save” button after completing your
changes in Edison. Otherwise all your changes will be lost.
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Questions?
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Thank you for participating in Session 2 of the
Benefits Administration Training webinar. We hope

this information was informative and helpful.

If you have guestions regarding a specific employee or issue,
please contact our service center at 1-800-253-9981. If you know
what your option is and get tired of listening to the long BA
greetings, you can make your choice as soon as the greeting
comes up:

s State: push option 6 then option 4

¢ Local Ed; push option 6 then option 2
¢ Local Gov: push option 6 then 3

*» UT/TBR: push option 6 then option 1

This will put you in line iImmediately and save you time every time

you call. PARTNERS
FOR HEALTH o




